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There are two ways to set up an Out of Office Automatic Reply when using
Office 365. You can use Outlook, or the Outlook Web App.

Set up an Out of Office reply via
Outlook

1. Open Outlook
2. Click File
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Manage the size of your mailbox by emptying Deleted Items and archiving

Enter your Automatic Reply message
Automatic Replies - eliot@geits.com.au e
() Do nat send sutemate replies
(@) Send sutomatic replies
[ oty send dusing this tirme ranga:
Thu 1041272015 10H00 AR
Automatically reply once for each sender with the following messages:
s tnside My Ovganization #G Outside My Organization (On
Segae LI ~| 8 ~ B I U A= i=+= 2
Thark you for your email
1 will b ot of the office this week.
For urgent issues, please conftact the GCITS office on 0756 555 672

Best regands,
Elliot Muneg

. o

P — You can
configure different automatic replies for senders inside or outside the
organization. You can also choose to send Automatic Replies
indefinitely, or during a specific time frame.

Set up an Out of Office reply via
Outlook

1. Log into https://outlook.office365.com
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2. Click the Settings cog on the top right:

Click Automatic Replies
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4, o Enter your Automatic Reply message
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Create automatic reply (Out of Office) messages here. You can set your reply to start at a specific time. or set it to
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Send a reply once to each sender inside my organization with the following message:
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Thank you fgr your email,
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| Send automatic reply messages to senders outside my organization
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®. Send automatic replies to all extemal senders

Send a reply once to each sender outside my organizateon with the following message
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Thank you far yeur email,
1wall b ot of the office this week,
For urgent issues, please contact the GCITS office on 0756 355 672,

Baest regards,
5. Ellbat Munre

can configure different automatic replies for senders inside or
outside the organization. You can also choose to send Automatic
Replies indefinitely, or during a specific time frame.
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Please note these instructions WILL work for the drumco-op.com email addresses and the
hannabuildingsupplies.net email address. They do not work for foxlakeagro.ca email address
Don Guilbeault

3 years ago
Attention all, these instructions have now been updated for Outlook 365
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