Using Webmail to set up Out of Office Auto Replies
If you need to set up an Out of Office autoreply, there’s a good chance you’ll forget to do it before you leave school. Fortunately you can do it from the school webmail site.
Log in to your webmail account as normal.
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In the top right of your inbox is an Options button: 
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Click this, then click on Out of Office Assistant on the left (5th option): 
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This takes you to a page that’s similar to the Out of Office Assistant in Outlook (as discussed in ICT Tip #53). Click the radio button to Send Out of Office auto-replies:
You can also tick the box to set a time range, as in Outlook.
You can then type your auto-reply message in the box below, and optionally set a message to be sent to External Senders in the second box.
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Once you have set up your message, you need to click the Save button at the top left of the screen – until you do this, the Out of Office auto-replies will not be enabled!

Once set up, Out of Office will act exactly as it does when set up in Outlook – a reply will be sent to each sender and the email will remain in your inbox awaiting your return.
