
 
WCA Created by: Julie Martin 29/06/2026 Page 1 of 1 

 

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: 

 

Once the "Automatic replies on" toggle is turned on you can either set a message below or also select additional 

options by ticking "Send replies only during a time period"  

 

Note: 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.  

 


