Out of Office AutoReply Setup

First go to gmail.com and log in with your email address and new password (if you’re already
signed in with another account you may need to sign out of that before you can sign in with this
account).

Then

1. Select Settings from the Cog Wheel

2. Select General (if not already selected)

3. Scroll down to Out Of Office AutoReply

4. Fill in the details you want for your Out Of Office and Save Changes
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