The University of Akron Microsoft Outlook 2003®: Using the Out of Office Assistant

Out of Office Assistant

The Out of Office Assistant may be used to manage mail while an individual is away from the
office. For the specified time of absence one may create an outgoing message as a reply to
individuals who send mail as well as route incoming messages either to others for action or to
particular folders for subsequent review.

To open the Out of Office Assistant:
» From the menu bar: Tools > Qut of Office Assis
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Send/Receive 3

Find 3

L Address Book...  Ctrl+Shift+B

“f Organize

I_}j Rules and Alerts, ..
Out of Office Assist:

Mailboy Cleanup. ..
@ Empty "Deleted Items" Folder

4ol Recover Deleted Items. .

Forms 3
Macro 3
Speech

E-mail Accounts. ..
Customize, ..

Options. ..

E-mail Scan Properties. ..

Scan for Viruses, ..

To activate the Assistant, select I am currently Dut of the Office; in the text box entitled Auto
Reply enter a statement which will be sent oncg/to each sender during the absence.

Out of Office Assistant

(%1 am currently In the Office

()T am currently Qut of the OFfice

utaR.eply only once to each sender with the Following kext:

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

Status Conditions Actions

Showa rules For all profiles

Cancel

To apply a sorting rule to messages received while one is out of the office, clickAdd Rule.
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The Edit Rule panel appears. Within this panel one may create various rules and actions which
are applied to the incoming messages. Make certain to select the Advanced option where one
sets a range of time for which the rules apply.

Edit Rule X

When a message arrives that meets the following conditions:

[Csent directly tome [ Copied (Cc) ko me
Check Mames
Subjeck:

Message body:

Perform these actions: [[Ioa not process subsequent rules
I [ Alert with
¥ [Joelste
B [CIMave to
B3 [copyto
W% [ |Farward
Method:
o[ |Rephy with

b []custom

In the Advanced Edit Rule panel go to the Received frame and check both the From and To
boxes. Once these are checked, set the dates for which the rule is to apply

Advanced

Size (kilobytes)
At least:

Received

[CIFram:
ra:

43

Cancel

Ab mask:

43

|:| Importance;

[l only items with attachments [ Sensitivity

] only items that da nok match these conditions

Show properties of

(%) selected Forms:

O Docurment

Set other options which may be applicable such as Importance level or how to treat certain
messages. When one has finished selecting all options which may govern the rule, click OK.
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The previous Edit Rule panel is returned. If after all items have been chosen here, clic

By

Edit Rule .

when a message arrives that meets the Following conditions: “

[1sent directly tome [ ] Copied {Cc) ta me
Check Mames

Subject:

Message body:
Perform these actions: [ Do nat process subsequent rules
1 [ alert with

¥ []Delete

B3 Mave to
% |:| Copy ko
W[ | Forward
Method:
o [ Reply with

P [ custom

The Out of Office Assistant panel is shown with any rules which may have been written to
to the time period shown in the lower text box. If this information is satisfactory, close the

Out of Office Assistant

(31 am currently In the OFfice

()1 am currently Sut of the OFfice

AuktoReply only once to each sender with the Following text:

ese rules will be applied to incoming messages while you are out of the office

StXus Conditions Actions
Add Rule... [w] Show rules Far alfprofiles

Cancel

NOTE: The Out of Office Assistant remains in effect until one returns to the above
screen and selects I am currently in the Office.
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