Out of Office — Outlook Email

With the new Exchange Email, you can set up your Out of Office Reply in one of two ways. Go into

http://exchange.socccd.edu/owa/Select the Options button at the upper right hand corner of the screen

| E Options

Select Out of Office Assistant

Cut of Office Assistant

Enter an Auto-reply message in each area. In Outlook Web Access, you can set the Start and End Time.

This way you will not forget when you return from
vacation.

|l 5ave *——— Make sure you hit save after you

are done

Q Out of Office Assistant

Create Qut of Office messages here. You can either choose to send auto-replies to senders while you are out of the office or for a spedfic period of time.

(1 Do not send Out of Office auto-replies
@ Send Out of Office auto-replies
Send Out of Office auto-replies only during this time period:

Start ime:  Tue 5/20/2008 W | 11:00 AM w ‘_— You can set the date with a start

End time: Wed 5/21/2008 | 1:00aM W and end time.

Send an auto-reply once to each sender inside my organization with the following message:

Tahoma v 10w B I U = i= £
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I will be out of the office and will return on June 1st.

V| Send Out of Office auto-replies to External Senders h
P You can change the message
Send Qut of Office autoreplies only to senders in my Contacts list for External Senders if you

@ Send Out of Office autoreplies to anyone outside my organization like

Send an auto-reply once to each sender outside my organization with the following message:

Tahoma v 0¥ B I U = i= £
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I will be out of the office and will return on June 1st,



http://exchange.socccd.edu/owa/

Out of Office — Outlook Email

The other option is if you have your own computer on campus with the full version of MS Outlook. Go
to Tools and select Out of Office Assistant.

Tools i Actions  Help

Send/Receive 3
Instant Search 3
Address Book... Ctrl+Shift+B
% Organize
ﬁ Rules and Alerts...
Cut of Office Assistant...

In 2003, Select | am currently Out of the Office.

Out of Office Assistant x|

' 1 am currently In the Office

—{" T am currently Sut of the Office

AutoReply anly once ko each sender with the Following text:

These rules will be applied to incoming messages whils wou are out of the office:

Mewe g |
[owe Do |

Add Rule, .. I Edit Rule,,, | Delete Fuls | v Show rules for all profiles

Status Conditions Actions

oK | Cancel |

In Office 2007, you also have the option of setting the dates on when it will become effective.



