
Adding an “Out of Office” auto-reply for Bay Google Mail 

• Click the Settings gear at the top-right and choose Settings 

 

 



• Be sure you’re in the General section, then scroll down to “Vacation Responder” 

 



 

• Enter the first and last day you want the auto-reply to function 

• Enter a subect line and message text you’d like to auto-reply with 

• Click the SAVE CHANGES button at the bottom, and you’re all set 


