Wouldn't it be nice to let others know when you are out of the office? Well you can, by
using MS Outlook’s Out of Office Assistant.

Here's how you can turn on your Out of the Office Assistant in MS Outlook.
To start, open Outlook. Go to the Tools M enu and select Out of Office Assistant.

Select | am currently Out of the Office. You can aso leave a message giving details
of how long you will be out of the office by typing in the text box.

-Dut of Office Assistant

{31 am currently In the Office

{311 am currently Out of Fhe Office

ButoReply anly ance ko each sender with Ehe Fallowing kext:

Greetings, I will be out of the officeThursday April 26, 2007, IF vou need .
immediate assisatance, please call the HelpDesk, at 1-866-954-9411,

These rules will be applied ko incoming messages while you are out of the office:

Skatus Conditions Actions

&add Rule... it ke ielete Rule [+] Show rules Far all profiles

[ oK ] [ Cancel ]

Once you are finished, click OK. From this point, anyone that sends you an email will be
notified that you are out of the office. However, it will only notify the same person once.
Also, when you close Outlook, senders will continue to receive email notifications.

When you sign back into MS Outlook, you will receive a message that notifies you that
Out Of Office Assistant is Turned On.

Click Yesto turn off Out of Office Assistant.

Click No to leave on.

"Out Of Office Turned On

ook af Office is currently an, ould wau like to burn it afF?

Yes ] [ [




