Setting up automatic Vacation/out of office email responder

e Log into your Webmail

Google

One account. All of Google.

Sign in to continue to Gmail

name@jacksonnc.org

Find my account
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e Scroll all the way to the bottom of the page until you see “Vacation Responder’

Vacation responder: » Vacation responder off
{sends an autemated reply to incoming messages. fa Vacation responder on
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Only send a response to people in my Contacts
Only send a response to people in Jackson County North Carclina



e Checkmark “Last day” and enter the date you will be back in office. Use the “Subject” and
“Message” fields to complete the responding email.



