
Out of office :: Workflow

1. Login to your email

2. On the right-hand corner 

3. Click on cP

4. It will take you to the below page 

5. Click on Autoresponders

6. Then click on Add Autoresponder 
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7. Fill in the necessary details 

Interval: 0

From: Your Name

Subject: Out of office

Body: Your message showing details.

Start: Custom (Pick Date)

Stop: Custom (Pick Date)

8. Click on create 
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9. Do a test email and check if all information is correctly added.

10. Delete autoresponder after returning from leave.
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