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Creating an Out of Office Message in Microsoft Qutlook:

By using an automated message, you can let others know when, and for how long, you will be out of
the office. As you will see below, this can be done even when it is an unexpected absence, as long as

you have a computer with an internet connecti

Using Outlook 2003 or 2007:

on.

1. Click “Tools”, then click “Out of Office Assistant”
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2. Type your message in the
window beneath
“AutoReply only once to
each sender with the
following text”

Choose “I'm currently out
of the office”

4. C(Click “OK”
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AutoReply only once to each sender with the Fallowing text:

1T will be cut of the office From September 24-25 with limited or no access A
|to email, IF you have an IT related request or need assistance of any 3
|kind, please contact the Help Desk at 201-447-7109, ar email
|HelpDesk@bergen.edu

Status Conditions Actions

Edit Rule

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

Cancel
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Using Outlook Web Access (webmail):
5. Log into Outlook Web Access (for information on logging into OWA, click here )

6. Click the “Options” button on the bottom left-hand side
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1. Type your message in the window
beneath “AutoReply only once to
each sender with the following
text”

2. Choose, “I'm currently out of the
office”

3. Click Save and Close
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{1 will be ot o the office on Monday, September
17th, If vou hawve a guestion or an issue that = I\
needs immediate attention, please contact the

help desk at ext 7013, 7 w " g
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Play a sound when new mail arrives
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