Out of Office Notification to All Senders

Situation:

Outlook's "Out of office" tool only replies to etown.edu senders. You would like to tell people who are
not from the college, such as gmail.com accounts (as well as etown.edu senders) that you are away from
the office and will reply when you get back.

Overview:
Create and save a template for the Out of Office notification. Create a rule for Out of Office notification
that runs from your computer (client). Leave your computer on and Outlook on while you are away.

Step by Step Instructions:

Create a Template

1. Start a new message and fill in the Subject and Body
1=
Send I—I
| | s
! Sutyect Cathy Cebie s Out of the Office
|
Durning the week of March 167, 1 will be swry from the olfice and not abile 1o reply 1o messages
| Please contact the Helpdesk at 717-361-3333 # you need iImmediate assistance. Otherwize | wil reply to your message

|| whenigot back)

‘ Kattvy

2. Save the Message as a template
Click the Office button in the message

Message Insert Options
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Subject: | Kathy Kellie is Out of tf

During the week of March 16, I will b
Please contact the Helpdesk at 717-36)
when | get back.l

3. Point to Save As
Click Save As (Save a copy of the
item to your computer in one of
several formats)

o) 19 O & # g3 ¢ KathyKellie is Out of the Office - Messag

5 Save in another format
]‘ | New Mail Message

] SaveAs
& Save a copy of the item to your computer in
| =" Send one of several formats,

b =
H Save As >




4, The location should be in PP "
templates, 9 A XL
Lybeat smr
ST om0 e O 5
- RO e (" ban *AD -
T o e J! comm
where your own username is listed instead of kelliek g Local Disk {C:)
|53 Documents and Settings
I keliek
I Application Data
I Microsoft
=
5. Change the file type to Outlook
Template (*.Oft) File narme: Kattyy Kl i Out of S Office hire v
Seve a1 fype: p
5
Outiook Message Format {*.msg)
Outiook Message Formas - Unicode (*.msg)
T (%t = i)
(T fles (*mht)
6. Cl ICk Save File name: |Kaﬂ1y Kellie is Out of the Office.htm w |
Save as type: |OuﬂookTempIate (*.oft) w |
Save l [ Cancel
7. Close the message by clicking the X
- x

Don't keep a draft of the message
Click No

! } Outlook has automatically saved a draft of this message, Do you want to keep it?

[ Yes ] [

No ] [ Cancel ]

Create a Rule to Reply to All Senders (includes people with @etown.edu addresses)

8.

Menu: Tools, Rules and Alerts

Ioolshgctions Help Adobe PDF
Send/Receive 3

Instant Search 3
[E} Address Book... Ctrl+Shift+B
%4 Organize

[£1 Rules and Alerts...




Click New Rule

E-mail Rules

@ New Rule... Change Rule = 3 Copy... >< Delete

Rules and Alerts

i % RunRules Now... Options

| Rule (applied in the order shown) | Actions

[~

10.

Under Start from a blank rule
Click Check messages when they arrive

Click Next>

HDI Susquehanna Valley Chapter |B
[w] Jenzahar EX Svstem Administrators Announcements (23

Rides Wizard

St froes & Smechate o frim & Blark rule
Step L; Select & terplate
Stay Organized
N5 Moue messages from somecne 1 a folder
23 Move messages with specfic words in the sutiect to » foider
)} Move messages sent 19 a Cisrbuton st 3 & Solder
X Defete & conversation
W' Fing mnsages Fom soneone for v g
21 Move Mcrogoft Office IvoPat forms of & mpecfic type 10 8 folder
2} Move RSS tems from & specfic 55 feed to & folder
Stay Up to Date
W, Desplay mad from someans in e New [iem At Window
¢ Pay » sound when 1 get messages from someone
N Send an dlert to my moble device when [ get messages from socecne
Start from a blank rule
| Chack resages whert ey e

s Ti=wew

=1 Check messages sfter sentirng

Step 2 Eddt the rule cenoption {0 an underired vale)
Aoply s rule after the message arrmves

11.

Check where my name is in the To: box

Click Next>

Rules Wizard

Winich condibonis) do you wart %o check?
Siap 1- Select condiseni(s)
] with goedfic sords n B mdnect
] theaugh the oo lind accout
| sent only to e
fiwhere vy name i in the To bax
| marked as portanis
| marked as gogtrdy
_| flagged for poron
| where my name it n the Ccbox
| where my name i i the To or Cc box
| wharw iy neerw i rot 1 P To box
| sent to oeople of datrRuben lat
] With sedific acds 0 e Sody
] with speific merak 0 he subject or bady
with eafic words in the message header
with specfic mocds i the reaplent’s address
_| with specific searc n the sender's address
.} sssigned %o (atecar'y category
Step 2: Edt the nde desrption {dick an underined value)

Aoply Tris e 2fter the message s
where my name 5 i the To box

(o ) [Coma Jwmes ] [ om ]




12.

Check reply using a specific template

Do NOT check have server reply using a specific

message because it will not work

Rules Wizard

What co you sant to do with he message?
Step 32 Select acten(x)
move it to $re megfieg folder -~
assgn it 1o the (ategrr y category
delets it
| permanmntly delete it
Move & 20y 1 the gosciied folder
forward it 1o geoole o SelRuton St
] forward it to geopie o MAUOULGN Jil &5 an attachment
| redirect & %0 paopie o Geybuon e
| have server reply usng 3 pectfic nescace
¥iredyusng
|| fiag message for folow w0 21 fes ame
Clear the Mecsage Plag
Clear message’s categones
mark It a8 mpoctace

Step 2; £t $w rube descreonon ok an unsderined vwiuv)
Apcly this rule after the message amves
sent only to me
resly usng 2 spscc tampinte

Cacel || cmaa || rext> | [ Fun |

13.

In the Step 2 section, click "a specific template"

14.

In the Look In: box
Click the list arrow and select
User Templates in File System

Note: This is on your computer, not
the server

Step 2: Edit the rule description (dick an underlined walue)

Apply this rule after the message arrives
sentonly to me

Lock In: |Standard Templates

User Templates in File System

Display name: |

| Cancel




15.

Select the template you created

Select a Reply Template

Look In: |U5er Templates in File System w | [ Browse... ]
. |C:‘|Documents and Settings\keliek \Application Data\Microsoft\Templates\*. oft |
Click Open
Connection Goal
Easy Office 2007 Class
£ Cut of the Office

Out of the Office

TeamViewer Remote Control

Welcome

Display name: |Kaﬂw Kellie is Out of the Office | [ Open ]
File name: |Kaﬁ1y Kellie is Out of the Office.oft | Cancel
16. Now the template name is filled in in Step 2 Rutes Wizard =)
What do you wrd 15 ds Mih the message?
Step 1 Select achon(s)
move it 20 the cosgtes foider -~
| ascign it to $e aingory categary
| delete 1t
sermanertly delete it
| move 2 copy to $e megfied folder
 formerd # % peogle or detrdesson bpt
| formard 2 %o paccile adeston bat 4y an attachment
fag meszage for follow L0 At thes tire
| dear the Message Fag
| dear messape’s aiegores
. _] mark #t a5 mportance
Click Next>

Jpontit
olay 3 so0rg
| atart popicaton
mark # a5 read b
Step 2 Lot the rule ceaption (chok an underined value)
Aoply Tis rule after the mescage aTves

Carxwl J[ < Back " Pt > ] I Frih

J




17.

Select any exceptions
Don't check anything if you don't want to
choose any exceptions by clicking Next>

Click Next>

Rudes Wizard

Are there sy exceptions?
Sip 1= Select encepton(s) (f necessary)
Clmemtd bonpgeordatibbontt A
| mecept If the minect contarw ppecric wordy
] except Srough the soaciied account
] excapt if sent ardy 10 e
| except where my name & in the To box
except if it £ marked 35 pooiance
} axcept if it s marked ac zarciity
| except fit 5 Ragged for acton
| exzept where a1y name & n the Cc box
| except f my meme & n e Yo or Cc box
ot whete my name i not i the To bax
wxcapt f sent to peogie o datriaticn bet
7] excapt if the Dody contains wedly muh
| except if the subject or bocy contars SecAC yopds
| except if the message header contains Reaf ok
1 exvept with zoecfc words in the recipent's address
| awcept wits oacc words i the sender's address
| sxcept if assgred %0 Category catepory v

Step 2 Eot the rule descoripbion {cick an underiined yalue)

Apply Tis rude after the message arfives
where my name i i1 the To bax !
repty uang C1'\Qocuments and Seitngs feliek \Aackcancn Dot Mo eedt Tamalat

|-:cnev¢ I]rb.a n'ux|>J| le

18.

Name the Rule
Ex: Out of Office Reply to All

If you are ready for the rule to start working,
Check Turn on this rule

Otherwise, remove the check, but remember to
turn it on when you are ready for the rule to work

Click Finish

Hules Wizard ]

Frwsh nde setp,

Step 15 Speafy & nane & ths rue
Ot of Offce Regiy %0 A

Shep 2: Setup rule opdons
] 5 the ridn now o reessages abaady n Ron®
[¥] 7um on thes re

Step 3 Aeview rule descripton (dick an underined value 1o edt)
ApOly the s Afier e Messa0e Mriies
W My name i 0 the To bax
reply usng C D00 nenis a0d Satiocs beleb Aconcation Data o cec T ampials

19.

Click OK

Microsoft Ottioe Outiook

!! Ths rde & a dent-onty rule, and il process only mhen Outiook is runnng,

=




20. Check the Out of Office to Ruder and Alerts

Outsiders (client-only) rule Eml ks | arisge Alerts|
G NewRue . CosngeRues d2Copy.. X Deete & & EunRuesNow.. Qptions
C||ck Apply Rude (apobes n the order shown) Actons -~
. Qut of OFfice Reody to A (chent-ordy) =
¥ HOI Suscushanna Yalley Chapter 5
. ¥ Jenzabar EX Systerm Administrators Avouscements 03
Note: Make sure to click Apply, G ki camcat ned 5
H H ¥ ssguehannasemngould T
otherwise, ’Fhe rule lell not Shavatmiees 5
turn on until you exit ¥ Sheetiy, Deruse F & b
Outlook and then re-start Rude description il an undardned yakut t0 ed)
Apply ths rue after the message amves
Outlook. where my rame 5 n the To box

olrgs bebek 2

Click OK

[T Erabie rues on ol ASS Feeds

If you see a message "Updating the oo [ emet ) o )
Server" just wait until it goes away.

21. Make sure you leave your computer on and Outlook turned on too when you leave the office.
Otherwise, the rule will not work because it is a client side rule only.
Client-side means from your computer, not the server.

What Senders See
22. <l
Archiwe  Sepdtagan  Deen W ow ek Vrr aciorn v Rt 1. uu
Selnct AL Morw Tiaag Livwsd Staried Linstamme
Kullie, Katheyn R Kathy Kellle ks Out of the Ofice 1M Sen s 1 1117 -n




