Set the Out of Office in Outlook

Open Outlook, click on File and then click on Automatic Replies
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Select “Send automatic replies” and enter the message you want to be sent in
response to internal messages received.
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& |Thank you for contacting the IT Service Desk. Our offices will close
at 4:45 pm on Friday 23rd December.
Any emails logged will be automatically raised but these will not be
actioned until our return on Tuesday 3rd January 2023

IT managers will be on call over the Christmas period for
7 |emergencies only.
In the event of an IT emergency please contact the Out of Hours
7 |service on 01255 222 022. This service is available 24/7 and will
relay your message to the on call manager.

The IT Service Desk will re-open on the morning of Tuesday 3rd

Y January 2023.
Thank you and we wish you a Happy Christmas and New Year.
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Click onto the “Outside My Organisation” tab and enter the message you want to
be sent in response to external messages received.

Click OK and the Out of Office is now activated and Outlook can be closed.



