INFORMATION TECHNOLOGY
g USER SUPPORT SERVICES
CREATE A VACATION MESSAGE

Create a Vacation Message

This feature is also known as an Out-of-Office or Auto-Reply message. You can set an Away Message that automatically
replies to people who send you messages when you are out of the office for an extended period of time. The message is sent
to each recipient only once, regardless of how many messages that person sends you during your designated away period.

To set a vacation message:
1. Click Options and then click Mail.
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3. Inthe Away Message field, enter the
auto message.

/ i R e Fagments in corversabonmesage ls: [5]
Save [ = e

Boling sl (v Mia whh 5 check o naw mal:
F8, Coreact Coleciar Koways shom the readng pane:

0 =s Save copes of meskages 5 sert fuder:
# Trivee aganst _/—' Ay message Erabled: [
Away Message Enabled | ——— =" e et e

Erable sckiers for rew mad rosdnsars: [

Addren for rew mad roicators:

A b bormard mad b
Dorithoesra local capy of messages: [

Away Message Field

Vo sl HTML (e sl 2]
T penc 8 memsage that [ fen recare: Receve e message a8 rermal
Myt comeese # new wedon: [

;'.. : ‘1;1;!&‘4 = m
4. Click Save & the away message e S T
feature is enabled immediately.

5. If Save is not selected, you will be prompted to save your changes when another tab is selected. (Mail, Address
Book)

6. Remember to turn off your Away Message when you return.




