
 

 

 

 

How to create an Out of Office Auto Reply in Outlook 

Here are some written instructions that will help create an automatic reply for Outlook. 

 

1. Open outlook then click on File in the upper right corner.  

         
 

2. Now click on Automatic Reply Button 

 
3. You will need to click Send Automatic replies radio button to enable it.  Then set the dates that 

you want the reply to be sent.  From here you will need to type up a response for any replies to 

people in the city.  Lastly make sure to click Outside my Organization tab and fill it out as well.  

This can be same message as inside city or a separate message. 
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