Setting Automatic Replies on Your Email

In Outlook 2010 or 2013, go to your File Menu and choose Automatic Replies
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Use automatic replies to notify others that you are out of office, on
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This is the next window you will see. Check Send Automatic Replies, then choose your dates. Make
sure that you copy and paste your message and place it in both Inside and Outside My Organization so
that all emails will receive your message. Then choose OK ~Just don’t forget to come
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