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HOW TO SET AN OUT OF OFFICE MESSAGE
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Automatic Replies (Out of Office)
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Manage the size of your mailbox by emptying Deleted

Use sutomatic replies to notify others that you are out of office, on

e-mail messages
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Click on the ‘File’ tab.

Click on the ‘Automatic Replies’ button.
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¢~ Send automatic replies
[ | Gnly send during this bime range:
Starttime: [Mon 11/14/2011  +| [s:00PM v
Endtime: [Tue 117152011 =] [s:00PM <]
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Automatic Replies - testuser@college.ucla.edu

To activate the Out of Office
message, click on the ‘Send
Automatic Replies’ radio button.
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" Do not send automatic replies
& send automatic replies
[~ Only send during this time range:i
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Automatically reply once for each gender wi e following messages:
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& Inside My Organization ide My Organization (On)
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If you prefer, recipients can receive different Out of
Office replies depending on whether they are Inside
or Outside the Organization. In our case, ‘Inside My
Organization’ senders include anyone currently on
Enterprise Messaging. This may include people
from areas of campus outside the Division of
Undergraduate Education (e.g. The Dean’s Office.).

I will be out of the office until Thursday, November 17th, If you need assistance, please contact the | &
helpdesk.
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~ My Contacts only % Anyone outside my organization
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I will be out of the office untl Thursday, Mowvember 17th.

Senders from ‘Outside My
Organization’ include people from
those campus departments not yet
on Enterprise Messaging, or anyone
from off campus.
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I will be out of the office untll Thursday, November 17th. If you need assistance, please contact the
helpdesk.
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If you select the ‘Only send during
this time range:’ radio button, the
Out of Office message will only be
sent during the specified times. If
you do not select this option, the
message will be sent until you
manually turn it off.



