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Automatic replies

1. Please click on the settings icon , click [ Automatic replies] .
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2. Choose an options [ Send automatic replies] ,
check the [Send replies only during this time period] ,
and set the time range and message.

sender 1nside my organization - @ntu.edu.tw

W 0K X Cancel

Automatic replies

Create automatic reply (Out of Office) messages here. You can set your reply to start at a specific time, or set it
to continue until you tumn it off.

Con't send automatic replies

®) Send automatic replies |

«"| Send replies only during this time period
Start time | Wed 11/22/2023 10:00 AM w

End time | Wed 11/29/2023 10:00 AM -

Send a reply once to each sender inside my organization with the following message:
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Thank you for your email.

I will be on vacation from 11/22 (Wednesday) to 11/29
(Wednesday).

For urgent matters, please contact my colleague Ms. Chen,
who will be acting on my behalf.
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3. Due to personal preferences, you can choose whether to reply to senders outside
the organization. After setting up , please click [OK] .
sender outside my organization - Gmail, Hotmail, etc.

w| Send automatic reply messages to senders cutside my organization

Send replies only to senders in my Contact list
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end automatic repliss to zll external senders

Send a reply once to each sender outside my organization with the following message:
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Thank you for your email.

I will be on vacation from 11/22 (Wednesday) to 11/29
(Wednesday).

Sincerely,

WAlarmem




