How to Create an Out-of-Office Reply

Step 1
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r choose Tools — Rules
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1ule to a different pozition to change the order.
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Step 3
1. Type in the title “out of office reply”
2. Choose “New ltem”
3. Click “Received”

New Rule

Fiule name:¢ ut of Office Reply > 1

when event iz

2 And items are._t I~ Posted [ Draft

If conditions are  [optional] 3

Item pes:

[ Mai ct ok all items
[ Appointrent

[~ Task

[ Reminder note

[ Phone message

Appointment conflict exists: | Does not matter [Yes or Mo ﬂ
Then actions are
Add Action =
Cancel
Step 4 Mew Rule

e Click
“Define Conditions”

Rule niarme: |Dut of Office Reply
When event iz

Mew [tem ¥ | aAnditems st W Recejved [ Sent | Posted [ Draft

If conditions are  [optional]
e

Itern types:

I~ Mail ct on all items
[ Appointment

I Task

I Reminder note

I Phone message

Appointment conflict exists: | Does not matter [v'es or Ma) ﬂ

Then actions are

Add Action -

i

Cancel
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Step 5
o Use these settings.
1. on or after date
2. before date
e Only change the dates to match your time schedule
o0 The first date is your first day of vacation
0 The second date is the day you return

In this example | was started vacation on Wednesday 8-9-06 and returned to work on Monday 8-14-06
pt

Define Conditions j

Eilter

Inzlude entries where ... Delivered iz greater than ar equal to 8/9/2006 and Delivered
iz lesz than 8/14./2006

Cahcel
Delivered |8/9/2006 F And s

LClear
Delivered ) Eeﬂauzuus F Ernd s

** When you set the dates here the “out-of-office” reply will turn on and off automatically!

Step 6
e Click “Add Action” and choose “Reply”

(New Rule I

Rule name: JEIut of Office Reply

Wwihen event iz

Mew Item ¥ | Anditems are: ¥ Feceived [ Sent |~ Posted [ Draft

|f conditionz are  [optional]

| Iterm pes: Define Conditiors...

[ Mail ct an all items
[ Appointrnent
I Task

[~ Reminder note

n [ Phone message

Appointment conflict exists: | Does not matter (Y'es or Mao) Li

Then actions are

Farward. ..

Delegate. ..
GE;I D

Accept.., ; Canicel
Delete/Decling. ..
Ernpby Item

Move to Folder...
Link ko Folder...

Br, OO0y Mark as Private
Mark as Read

Mark as UnRead
Stop Rule Processing
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Step 7
e Cilck Ok

Reply
I:Iptiu:u.ns

Cancel

[ Include meszage received from sender

Step 8
e Fillin the form like this
0 Replace the *******++ with the dates of your vacation
o0 Oryou could put in no dates and make the response generic to every time you are
out of the office.

Reply

From: |Eassid_l,l Paorter CC: |

ak
| BL: | Cancel
Subject; ||:|ut of office Files: | Address Book. .
Mezzage: || will be out of the office L |l return

emailz asap when | get back.
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Step 9
e Click “Save” to finish your rule

-

Edit Rule

ax]

Rule name: |Dut of office

wihen event is

If conditions are  [optional]

Define Conditionz...

Mew Item ¥ | Anditems are: W Received [ Sent [ Posted [ Draft

| Reminder note

[ Phone message

Item types:

[ Mail ct on items where Delivered iz greater than or equal to 8/3/2006
[~ Appointment and Delivered is less than 841442006

[~ Task

Then actionz are

Appaintment conflict exists: | Does not matter [es or Ha)

[

Add Action = | |Reply
Edit Action

Delete Action

i

< Save }

Cancel

Step 10
e Check the box to turn the rule on.

f =1
Rules

Fules are executed in the arder they appear in the list. Drag a Bl
rule to a different pasition ta change the order. =
Fule list: Mew ‘
f\ Rule Mame Ewvent -

i R R Edit...

J out of office Mew [tem

Copy...
Delete

Enable

kMove Down

s
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