Out of Office Repl

Use the out of the office notification in Notes to send an automated reply to your
incoming messages while you are away. Only one reply will be sent to each
sender between the leaving and returning dates that you specify.

Before you leave you must enable the out-of-office notification:

e From your Inbox click More > Out of Office

After you complete all
of the information on

|-| Enable and Close JSave an thls page C“Ck Enable
. and Close ST ) )
Use out-of-office notification to send . “are away. The notification service sends replies only between the leaving

sends only one reply to each sender. You must click Enable and Close to start the
Out-of-Office Notification Status: OFf Enter the f""st day you
—— will be out of the office.
eaving: omorrow
fstamogy 05122008 Enter the first day you
Y [em snavaiabletormestings will be back in the office.
Alternate Motification: You have specified one or more people to receive an alternate notification
Exclusions: You have specified no exclusions
| Standard Motification ] Alternate Notification | Exclusions
- — , e . o
Specify the contents for the out-of-office notification. Entel’ add |tl0na|
Reset Defaults information that you
Subject: |DemoLeader.l’DoITisoutoftheof'ﬁDe. WOUId Ilke InC|Uded In
¥ Append return date to subject your reply (I'e’ Who to
Body:  |am outofthe office until 03/18/2008. contact in your absence)
Additional | .
body text: If you need assistance please contact Jane Rogan at 632-9800.
L 1| When you click the Enable button you will
receive the following warning:
| I You have enabled out-of-office notification. i
Click OK.
OK
If you return to the Out of Office dialog box (click More > Out of Office) the
Status should say On
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Alternate Notification
You can specify that certain people receive a different reply.

Alternate MNotification ] M

To =end an alternate o i 8
specify the contents of the alternate notification.

Click the Alternate

Standard Motification Notification tab

___naing

Click To: and select the
Resetl  name(s) from

To. SUNYSB'’s Address
o
Book

Subject |Demo LeadeMDolT 15 OUt of e oce.
¥ Append return date to subject
Body: | am out of the office until 08/18/2008.
Additional | |In case of an emergency you can reach me at the condo in PR at 555-2652.
body text:
\/Type the message that
you want this specific
person to receive
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Exclusions

You can specify certain conditions for NOT sending replies. For instance, if the
emalil is received from an outside internet address or messages received from

certain people.

Standard Motification l Alternate Ncl-tiﬁ{:atiF l Exclusions ]

| |
To cancel the out-of-office notification when certain conditions are met, =pecify the conditions below.

Reset Defaults |

[ Do not automatically reply to mail from Internet addresses.

A message is sent by any of these people:

Sentby:. (Stuart Campbell/DolT |

A message subject contains any of these exact phrases:
| Add Phrase |

Remove Phrase ‘
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Don’t Forget to Disable the Notification When You Return

Disable and Close ve and Close Cancel

Use out-of-office notification to send an automated reply to
and sends only one reply to each sender. You must click B

Qut-of-Office Notification Status: On I

Leaving: |Tom-:rrrow ﬂ|
Returning: |DEHBEDDB ﬂ|

¥ | am unavailable for meetings
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Click More > Out of Office

When you return to the office
you must disable the
notification by clicking Disable
and Close.
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