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HOW TO SET AUTOMATIC OUT-OF-OFFICE REPLIES 
To set OOO automatic replies in Outlook go to Office 365 web app (office.com) and then open Outlook: 

 
 

 
 

The options that you need to set are: 
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When you are selecting the dates you can also select the time for each date, example – I work 9-5 and I’m away from 

1/05 returning to work on the 10/05, so I can set the dates to 1-10 May and times to 9:00AM for both dates. 

If you select option D “Decline and cancel my meetings during this period” your existing meetings that fall on that 

period will be cancelled and meetings you’re invited to will be declined. You also have an option of either using the 

automatic reply message (the one you set in options E and or F) or creating a separate message for this this period. 

 
 

 
 

If you set this option after you click on “Save” you will see the following 

confirmation: 

 

 

 

 


