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Purpose. 
 
This document is designed to assist you with setting up an Out of office message in Microsoft 
Office 365. 
 
 
 
 

How to set a vacation or out of office email message in 
Microsoft Office 365 
 

Microsoft Office 365 (Office 365) lets individuals set automatic replies if they are going to be 
away from email for a period of time. A useful video on how to set up an automatic reply is 
available on the Office 365 website. Alternatively please follow the steps outlined below: 

1. Select Options (top right corner), then select automatic replies. 

2. Select Send automatic replies. 
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3. Set the period that automatic replies are sent. Please note this step is optional. 

 

4. Enter in the automatic reply message you wish to use and  

5. Select save. 


