How to Set Automatic Replies (Out of Office)
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MOBILE

If you have set up your email exchange account on your iOS or Android device, you can set your out of office from your
mobile device.

1. On your iOS Device, click Settings
2. Click Mail, Contacts, and Calendars

3. Under

eec00 Verizon & 2:20 PM 7@ ED)

Settings

‘ D Mail, Contacts, Calendars

Notes

Reminders

(\e ] Phone

¢ Settings Mail, Contacts, Calendars

ACCOUNTS

iCloud

Contacts, Calendars, Photos and 3 more..

Exchange

Mail, Contacts, Calendars, Reminders, Notes

4. Slide the Automatic Reply button to turn ON

Accounts, select your UE Exchange Account

automatic replies
Important Note: If you TEEmT B =
WOUId ||ke tO set Cancel Automatic Reply
automatic replies for Automatic Reply
accounts outside your End Date
organization, ensure

AWAY N AGE
that you also slide the
automatic reply button Thank you for your email.

next to External Away

message. 488-2077.
Thank you!
5. Make any changes to Amanda Gox
your away message(s)
and/or end dates if
appIicabIe. External Away Message

Respond to Mail from

| am out of the office returning on Tuesday,
June 30th, 2015. For any immediate issues,
please contact the OTS HelpDesk at 812-

6. Click Save when ready

Android

1. On your Android device, open your UE
Exchange email account

Tap the menu button

Select More

Select Account Settings

Select Out of the office

Click the On button under Send Out of office
Auto-replies
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7. Make any changes to the settings:

e Set the start/end time if necessary.

e Tap the Internal Message Settings button
and write the Out of Office message that
will be used as a reply to all incoming
internal emails.

e Tap the check box to toggle External
Message Settings if necessary.

e Tap the External Message Settings button
and write the Out of Office message that
will be used as a reply to all incoming
external emails.

7. Tap the Set button to set up the service.

Out Of Office Settings
Send Out of Office auto-r

CANCEL
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http://tr1.cbsistatic.com/hub/i/2015/05/07/0c6f7368-f483-11e4-940f-14feb5cc3d2a/android_out_of_office_settings.png

OUTLOOK

Outlook 2010 and Outlook 2013

Outlook 2011 Mac

The steps included below apply to Outlook 2010 and
Outlook 2013. The images used refer to Outlook 2013
and may vary slightly in Outlook 2010.

1. In Outlook, click File

2. Click Info

3. Click Automatic Replies

The steps included below apply to Outlook 2011 for
Mac.

1. With Outlook open, click Tools and select Out

©

Account Information

Open & Export

Save As

[

Account
Settings -

Office Account

Options

Exit

«

Automatic
Replies

(/'] ac326@evansville.edu
U) Microsoft Exchange

Add Account

of Office
@ Outiook File Edit View Message Format [EEugl|Window Heip
Run Schedule
Send & Recalve

Account and Social Network Settings

Change settings for this account or set up more

connections, 3_

Access this account on the web,
https://outlook.office365.com/owa/evansville.edu/

Connect to social networks,

Automatic Replies (Cut of Office)

Use automatic replies to notify others that you are out of off
not available to respond to e-mail messages.

4. Click the radial button next to Send Automatic

Replies

Automatic Replies - ac326@evansville.edu

@ Do not send automatic replies

() Send automatic replies

Only send during this time range:
Tue 7/7/2015
Wed 7/8/2015

1:00 PM
1:00 PM

o) I
éﬁ. Inside My Organization | Q Outside My Organization (Off)

Calibri 12

5. Configure the automatic reply (Out of Office)
message or messages to suit your needs.

Note: You have several options available to you.
You can send replies during a given time period.
You can also customize the reply for those
people "inside my organization" e.g. people
with UE email accounts as well as "outside my
organization" e.g. everyone else.

6. Click OK when ready to save
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Click the radial button next to Send Automatic
Replies

Configure the automatic reply (Out of Office)
message or messages to suit your needs.

Note: You have several options available to you.
You can send replies during a given time period.
You can also customize the reply for those
people "inside my organization" e.g. people
with UE email accounts as well as "outside my
organization" e.g. everyone else.

4. Click OK when ready to save

Out of Office Assistant I
, Account Evansville
.
Send Out of Office messages
Reply to messages with:
d
|+ Thank you for your email o
1 38 out of the oMfice retuenieg on Tuesday, Jose 30th, 2015. Fer h
any immedate ssues, please contact the OTS MelpDesk at
¥ More options
| | am out of the office between
Start date;  Tue 7, 2005 200 g.
N End date Wed, Jol 8, 2015
51 o
Send replies outside my company to
Hi
Address Book contacts only
« Anyone outside my company
2 ™
Reply once to each sender outside my comparny with
=
Thank you for your email M
2 | am out of the office returning on Tuesday, June Jth, 2015, For 4
any immedate Hiues, please contact the OTS HelpDesk at "
s o~y
conce: | N |
=
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OUTLOOK WEB APPLICATION (OWA)

Open any browser and go to:
acemail.evansville.edu

Login using your UE email and password

In the upper right corner, click the gear icon and
select Options

Office 365 settings

Mail settings

Refresh
Automatic replies
Display settings
Manage apps
Offline settings
Change theme

[omon ] +—

Feedback

Click Mail
Click Automatic processing
Click Automatic Replies

(© Options

Shortcuts
» General
4 Mail

“ Autornatic processing

Automatic replies

Clutter

10.

Click the radial button for Send automatic
replies

Configure the automatic reply (Out of Office)
message or messages to suit your needs.

Note: You have several options available to you.
You can send replies during a given time period.
You can also customize the reply for those
people "inside my organization" e.g. people
with UE email accounts as well as "outside my
organization" e.g. everyone else.

Click Save when done

In the upper right, click the My Apps icon and
select Mail to switch back to your mailbox.

~iiice 365

Outlook

Calendar
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