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Set automatic reply

1) Select settings (gear icon in upper right corner) and then “set automatic replies”
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2) To turn the automatic replies off, select “don’t send automatic replies” and select “save”; to
turn on the automatic replies, select “send automatic replies”, set a date range if replies are to
go out during a specific time period. Once that end date is reached, the replies will
automatically cease. Set the text of the reply and select “save”.
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