Set up email Vacation Automatic Replies

#1. Click Options
#2. Click See All Options

Then (Screen 2) below will appear:
#3. Click on Tell people you’ re on vacation

Then (Screen 3) below will appear:
#4. Click on Send automatic replies
#5. & #6. Fill out messages
#7. Click on Save

Sign into your web mail, at the top right of your screen:
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Create automatic reply (Out of Office) messages here. You can send replies to senders the whole time you're away or for a specific period of time,
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[#] Send replies only during this time period:

#4. click

Start time:  Tue 7/5/2014 - | 9:00 AM =

End time:  Wed 7,9/2014 - | 9:00 AM -

Send a reply once to each sender inside my organization with the following message:
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Out of office until July 9th <

= Send replies only to senders in my Contacts list

@ Send replies to all external senders

Send a reply once to each sender outside my organization with the following message:
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Out of office until July 9th.

‘You can enter & different message for the public.
If you need immediate assistance you can call jour office @ 515-123-1234
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And chose your start time & end time
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Type your vacation message.
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<«—— #6. You can type a different message for the public.
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