Outlook 2007 – How to Create Out of Office Message
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Choose Tools –Out of Office Assistant
Default is ‘Do not send Out of Office auto-replies





To turn on Out of Office replies click 


Send Out of Office auto-replies


Select the date and time range for which you will be gone


You then can create your message.  With Outlook you can have two different responses, one to people within Kirkwood, and one to people outside of Kirkwood.














