The Out of Office Assistant

Outlook has an Out-of-Office Assistant available to assist the user with configuring
automated out-of-office messages. The user must login to Outlook to configure these
settings.

The Out-of-Office Assistant is available through the Tools menu in Outlook 2003.

Out of Office Assistant

{31 am currently In the Office

{%) T am currently Out of the Office
AutoReply only once to each sender with the following text:

test ooo

These rules will be applied to incoming messages while vou are out of the office:
Status Conditions Actions

Edit R Delete Riue [w] showe rules for all profies

[ 0K ] [ Cancel ]

Clicking the Add Rule button takes you to the following screen, allowing you to
customize the behavior of your responses while Out of Office is set.
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The Out of Office Assistant

Edit Rule

When a message arrives that meetz the following conditions:

Ok

L! From... ,||

| Cancel

Sent To... | |

| Advanced...

[ ]5ent directly to me

Copied {Cc) to me
CJEseed o Check Mames

Subject: |

Message body: |

Perform these actions:

[ ]oo not process subseguent rules

‘III“IW

b [ alert with

* [pelete

B2 [(copy to Folder... | | |
W[ |Forward e i |

I p—

P [ custom

There are some important things to understand about the Exchange Out-of-Office

Assistant:

¢ Exchange out-of-office messages are only sent to other Exchange users, not to
users outside of the Exchange system. This is a global Exchange configuration

decision that was made for security and privacy purposes.

e Likewise, if you use the Forward rule option, you may only forward to other users
personal Exchange

within the campus Exchange system. You may forward to
mailboxes or Departmental Exchange mailboxes.

® Only one out-of-office message will be sent as a reply to each sender.

e Users can configure their UM Online Directory Vacation Message in addition to
the Exchange Out-of-Office message if they want every sender to get a message.
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The Out of Office Assistant

How Exchange Out of Office and UMOD Vacation settings interact

Exchange Out of Office
message set

Exchange Out of Office
message not set

UMOD Vacation message | Everyone who sends email | Only email senders who are
set to individual will receive not on the campus
notification Exchange system will
receive notification
UMOD Vacation message Only email senders who are | No one receives notification
not set on the campus Exchange
system will receive
notification
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