REMINDER: Emailed to a group account. Do NOT reply using the email group account.
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WHAT’s New? |

ﬁsing the Out-of-Office Feature of Microsoft Ouflook\

You can use Outlook’'s Out-of-Office feature to
automatically send reply to anyone who emails you while
you are out of the office. This is better than sending
announcements to ALL EMAIL USERS because you limit the
information only to those who will be affected by your
absence.

Use Out-of-Office feature when you're:

* Attending seminars /trainings
* On long vacation /protracted leave /
NOTE: Productivl.T.yis a regular email publication of Information Security and

IT Governance under NCVI. For comments and suggestions, kindly email:
ict-process@pijlhuillier.com

<Back I | Next > l Missed an issue€ Click here to visit the Productivl.T.y section
in MylLink for back issues.
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HOW TO USE OUT-OF-OFFICE FEATURE ON MS OUTLOOK

MS OUTLOOK 2003

1. On Tools menu, select Out of Office Assistant.

Tools l Actions  Help
(51 Rules and Alerts...
I Out of Office Assistant. .. |

i  Options...
I

<L

—

2. When Out of Office Assistant window appears, do the
following:

Out of Office Assistant @

(1 am currently In the Office

(1 am currently Qut of the Office =3 @
AutoReply only once to each sender with the following text:
Thank you for your message. I am currently out of office, with [limited] A

[no] access to e-mail. @

N

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

Show rules for all profiles
@ [ OK ] [ Cancel ]

(a) Select “I am currently Out of the Office”.

(b) Type your custom message in the text field below.

MS OUTLOOK 2007

1. On Tools menu, select Out of Office Assistant.
Tools L Actions Help

Send/Receive »

Instant Search »

10 Address Book... Ctri=Shift-B
| %43 Organize
(21 Rules and Alerts...

Out of Office Assistant...

Mailbox Cleanup...

2. When Out of Office Assistant window appears, do the
following:
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3. Pop-up will appear informing that Out of Office Assistant is

(¢) Click OK.

currently activated.

;LJ Out of Office auto-replies are on
Click here to change Out of Office auto-reply settings

)

=
dal out of Office »

Out of Office Assistant

(O Do not send Out of Office auto-replies

(O} P @

S,

Only send during this time range:
Mon 4/25{2011 v
Wed 4/27/2011 v

Start time: 12:008M v

®)

End time: 12:00PM v

Auto-reply once for each sel ith the following messages:

& Inside My Organization e‘ Outside My Organization {Off)

Calibri vt B 7 U A= i=

Thank you for your message. | am currently out of office, with [limited] [no]
access to e-mail.

I'will be returning on [day, date].

If you need assistance before then, you may reach me at [phone number].

Forurgent issues, please contact [name] at [e-mail address] or [telephone
number].

[Signature]

)
= o

][ Cancel ]

(a) Select “Send Out of Office auto-replies”.

(b) Check “Only send during this time range:” and define the
Start time and End time.

(c) Type your custom message in the text field under Inside
My Organization tab.

(d) Click OK.

3. Pop-up will appear informing that Out of Office Assistant is
currently activated.

H Out of Office auto-replies are on X
Click here to change Out of Office auto-reply settings =3 \

| dal outof Office ~ |
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IMPORTANT: Remember to disable your Out of Office Assistant when you return.

To disable auto-replies, simply click the Down Arrow on the Out of Office Reminder and click Turn off Out of Office auto-replies.

Lm
Out of Office Assistant...
Turn off Out of Office auto-replies

[ | dal out of Office |

DRAFTING OUT-OF-OFFICE EMAIL MESSAGE

Once you activate the Out-of-Office Assistant, any email will receive a reply like this.

|

‘_] Ferdina... Automatic reply: Tue 4/19/20... 11 KB

B
Automatic reply:

Ferdinand Jr. G. Pekson
Tue 4/19/2011 11:56 AM
Ronel N, Mayor

Thank you for your message. | am currently out of office, with [limited] [no] access to e-mail.
I will be returning on [day, date].

If you need assistance before then, you may reach me at [phone number].
For urgent issues, please contact [name] at [e-mail address] or [telephone number].

[Signature]

v

When preparing your out-of-office message, it is important that you include the following:
e Dates of your absence
e Reason for absence
e  Who to contact in your absence

Complete, concise and clear out-of-office message will be useful enough to decrease the backlog of messages
waiting for you when you get back to work.

Listed below are some templates that you can use as your out-of-office message.
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7

et ——————
.
Thank you for your message. I am currently out of office, with [limited] [no]
access to e-mail.
1 will be returning on [day, date].
If you need assistance before then, you may reach me at [phone number].
For urgent issues, please contact [name] at [e-mail address] or [telephone A
number]. 3
Thanks
Regards,
Jep G. Pekson Jr.
IT Process and Change Management Department
ISIG Division | Networld Capital Ventures , Inc. &
v
E"'""1'"""2"""'3'"""4"'|"'5"""5'
F s

I will be out of the office till [day, date, year]. I will respond to your e-mail as
soon as possible on my return.

Please note, that your mail will not be forwarded. For any urgent matters, please
contact [name] at [e-mail address].

Thank you for your understanding.

Best regards,

Jep G. Pekson Jr.

IT Process and Change Management Department
151G Division | Networld Capital Ventures |, Inc.
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