How to set Out of Office in Outlook 365 for Mac

Step 1) Click the Tools menu.

Step 2) Click on the Out of Office icon.

@ Outlook File Edit View Message Format Tools
@] L) S Inbox «

Home Organize Tools 4— 1

Accounts Out of Public Import Export Sync Sync Oniline/Offline

Office Folders Status Errors

Step 3) Click the box in the top left corner

Step 4) Click the box “Only send replies during this...”

Autoreply Settings

v Sen automatic replies for account “john.lykowski@usc.salvationarmy.org”

Reply once to each sender with:

I will be out of the office on November 27, and returning in December 26th.
If you need immediate assistance, please contact the help desk at X911.

v Only send replies during this time period: 4— 2

Start time: 11/27/2019 @@ 10:00 AM
End time: 12/26/2019 @@ 10:00 AM
v Also send replies to senders outside my organization

Only to senders in my Contact list
® Send to all external senders

Reply once to each external sender with:

Step 5) fill out start and end times, and click ok, and you’re done!






