To set up an auto responder:

1. Make sure that MS Word is not enabled as the email editor in Outlook. 

2. Select Tools ( Options in the Outlook Menu:
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3. Select the “Mail Format” tab and ensure that the “Use Microsoft Office Word 2003 to edit e-mail messages” is unchecked.
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4. Select the “Apply” / “OK” buttons to save / close this window.

5. Start a new Message: Select the “New” button:
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6.  Type the Subject and message of your auto-reply. Optionally, you can add Cc: and Bcc: recipients to send a copy of each automatic reply.
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7.  Select File (  Save As... from the menu.
[image: image5.png]el save

Save as.

X pekete culan

(23 Move toFolder... Crisshitsv
Propertes r
dose At

I'm currently out of office, mind and milk. The quest for
the latter took me to Tahiti, whence you can expect me
to return to the former at




 

8.  In the save box, Give the message a name and make sure “Outlook Template” is selected under Save as type:
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9. Click Save.
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10.  Select Tools ( Rules and Alerts... from the menu in the main Outlook window.
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11. Select “New Rule....”
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12.  Click Start from a blank rule. 
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13. Make sure Check messages when they arrive is selected. 

14. Click Next >.

15.  Check Where my name is in the To box under Select condition(s). 
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16. Alternatively, you can leave all boxes unchecked to make the auto-responder reply to all incoming mail. 

17. Click Next

18.  Check reply using a specific template under Select action(s). 
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19. Click on a specific template under Edit the rule description.

20. Select User Templates in File System under Look In:. 

21. Highlight the template created before. 

22. Click Open.  
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23.  Click Next >.
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24. Check Except if it is an Out of Office message under Select exception(s). 
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25. Click Next >.  

26. Type the desired name for your auto-responding filter under Specify a name for this rule. 
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27. Optionally, check Create this rule on all accounts. 

28. Click Finish.
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29.  Click OK.
30. Test it out.
