
HOW TO MAKE AN AUTO REPLY TEMPLATE IN OUTLOOK:  edited 11-16-23 

1. Copy the auto reply, exactly how you want it from a word document.  Copy the entire thing make sure your mobile app 

link and your signature are on it.  

2. Go to your outlook, select home, inbox then look up to create new. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


