HOW TO SET OUT OF
OFFICE IN MS
OUTLOOK

Date: 6" April 2023




ICT Department St John of God MS 365 Training Material

Table of Contents

How to set Out of Office iNn MS OULIOOK ........cooieiiiiieiiee ettt e e e ree e e e 2
Step 1: Opening IMS OULIOOK ...vviie ittt ettt ettt e e e tte e e e ette e e e ebeeeeeebteeesenseeeeesaseanaeannes 2
I o] 1o Y T U T U UPPURRY 7

sjogms365rollout.ie How to set out of office in MS Outlook


https://sjogms365rollout.ie/

ICT Department St John of God MS 365 Training Material

How to set Out of Office in MS Outlook

The following guide will explain how to set your Out of Office for when you are going on
annual leave, out of the office for meetings, or during heavy work periods when you need to
concentrate on work. As we are always using email it is a good idea to let the sender know:

e that you are away from a certain date and your return date.

e Provide a clear and concise message with simple instructions the sender can await
your return.

e Provide contact information for a person who can help while you are away.

Step 1: Open MS Outlook
1. Locate and open MS Outlook.

Figure 1: Outlook Icon

2. MS Outlook Home Screen.
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Figure 2: Outlook Home Screen.

P Search

Ly
|E | Home  Send/Receive Folder View Help

Bl B B 0O e B D oLk
52~ & il —2 To Manager -
New Recover Deleted . Delete Archive 6) Rty LE - Share to iy E . i ; % llzs
RQ Email ltems >~ | Items from Server % > ~ Forward Eh ~ Teams £am Emat [X; Send to OneNote
New Actions. Delete Respond Teams Quick Steps (] Move

Figure 3: File tab
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Figure 4: Automatic Replies Icon

5. Automatic Replies.

|Automatic Replies — Karen.Hughes@sjog.ie | X

%,
@Do not send automatic replies 6'

O Send automatic replies

Only send during this time range:

Start time: ‘Thu 06/04/2023 |12:DD

End time: | Fri 07/04/2023 [1200 =]

Autornatically reply once for each sender with the following messages:

@ nsice My Organsation {4 Outside My Organisation (OFf)

| Calibri [“][10

B I UA:

Hi, Thank you for your email. I'm currently out of the office and will be back on
17th February 2023.

For ICT assistance please contact the ICT Service desk.Contact options

Option 1: Open a ticket by using the ICT Service Desk Portal
URL: http://iedv-applni01:81/0ption

2: Open a ticket by submitting a detailed
Email to: ICTServiceDesk@sjog.ieOption

3: Open a ticket by calling the ICT Service Desk at 01 533 3355

Figure 5: Automatic Replies
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6. Select send automatic replies.

O Do not send automatic replies
5 Send automatic replies )

Only send during this time range:

Start time: | Thu 06/04/2023 A 12:00 ~

End time: |Fri 07/04/2023 A 12:00 v
Automatically reply once for each sender with the following messages:
% Inside My Crganisation e. Outside My Organisation (On)

Calibri

B I U A:

Hi, Thank you for your email. I'm currently out of the office and will be back on
Monday 17th of April 2023

For ICT assistance please contact the ICT Service desk.Contact options

Option 1: Open a ticket by using the ICT Service Desk Portal
URL: http://iedv-applni01:81/0ption

2: Open a ticket by submitting a detailed
Email to: ICTServiceDesk@sjog.ieOption

3: Open a ticket by calling the ICT Service Desk at 01 533 3355

Rules... Cancel

Automatic Replies — Karen.Hughes@sjag.ie X

MS 365 Training Material

Figure 6: Send automatic replies.

7. Click on only send during this time range.

Automatic Replies — Karen.Hughes@sjog.ie

O Do not send automatic replies
@ Send automatic replies

| Only send during this time range:
Starttime: ThuO06/04/2023  ~|  |12:00

End time: | Fri 07/04/2023 b 12:00 ~
Automatically reply once for each sender with the following messages:
& Inside My Organisation e. Outside My Qrganisation (On)

Calibri

B I U

Hi, Thank you for your email. I'm currently out of the office and will be back on
Monday 17th of April 2023

For ICT assistance please contact the ICT Service desk.Contact options

Option 1: Open a ticket by using the ICT Service Desk Portal
URL: http://iedv-applni01:81/0ption

2: Open a ticket by submitting a detailed
Email to: ICTServiceDesk@sjog.ieOption

3: Open a ticket by calling the ICT Service Desk at 01 533 3355

Rules... Cancel

Figure 7: Time and Date Range
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8. Select your start time and end time.

Automatic Replies - Karen.Hughes@sjog.ie X

O Do not send automatic replies
@ Send automatic replies
[~ Only send during this time range:

Start time: | Thu 06/04,/2023 ™ 12:00 ~
@
b 12:00 bl

End time: | Fri 07/04/2023

Automatically reply once for each sender with the following messages:
2‘. Inside My Organisation e. Outside My Organisation (On)

Calibri

Hi, Thank you for your email. I'm currently out of the office and will be back on
Monday 17th of April 2023

For ICT assistance please contact the ICT Service desk.Contact options

Option 1: Open a ticket by using the ICT Service Desk Portal
URL: http://iedv-applni01:81/Option

2: Open a ticket by submitting a detailed
Email to: ICTServiceDesk@sjog.ieOption

3: Open a ticket by calling the ICT Service Desk at 01 533 3355

Rules... Cancel

Figure 8: Setting Date and Time

Lo
\:_J | Please note: use the drop-down arrows to set the date, same for the time element
o

v just use the drop arrows to select the time.

9. You will then see the inside of my organisation tab.

Automatic Replies — Karen.Hughes@sjog.ie x

(Do not send automatic replies
(@ Send automatic replies
Only send during this time range:
Start time: | Thu 06/04/2023 ~ 12:00 v

End time: | Fri 07/04/2023 ~ 12:00 ~

Automatically reply once for each sender with the following messages:

v

'Hi, Thank you for your email. I'm currently out of the office and will be bacE on
Monday 17th of April 2023

For ICT assistance please contact the ICT Service desk.Contact options

Option 1: Open a ticket by using the ICT Service Desk Portal
URL: http://iedv-applni01:81/Option

2: Open a ticket by submitting a detailed
Email to: ICTServiceDesk @sjog.ieOption

3: Open a ticket by calling the ICT Service Desk at 01 533 3355

Rules... Cancel

Figure 9: Messages for inside the organisation.

10. It is under this section you type your out of office message.
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11. Select Outside my Organisation.

Automatic Replies — Karen.Hughes@sjog.ie X

O Do not send automatic replies
@ Send automatic replies
On\y send during this time range:
Start time: | Maon 10/04/2023 b 0900 ~

End time: | Fri 14/04/2023 ~ 17.00 ~

Automatically reply once for each sender with the following messages: @'

e Qutside My Organisation (On)

& Inside My Organisation

Autc-rep\y to people outside my organisation
@] My Contacts only @Anyone outside my organisation

Calibri ~|[[10 - @
v

B I U A==

I
It

Hi, Thank you for your email. I'm currently out of the office and will be back
on Monday 17th of April 2023

For ICT assistance please contact the ICT Service desk.Contact options

Option 1: Open a ticket by using the ICT Service Desk Portal
URL: http://iedv-applni01:81/0ption

2: Open a ticket by submitting a detailed
Email to: ICTServiceDesk@sjog.ieOption

3: Open a ticket by calling the ICT Service Desk at 01 533 3355 v

Rules... Cancel

Figure 10: Outside my organisation.

12. Type or copy the same message that is on the inside my organisation section. You
might want to remove any internal addresses from message for anyone outside My
Organisation, e.g. http://ietv-applni01:81/Option above.

Ll | Please note: Once the end date and time comes the out of office automatically
= o
}:_"-““ turns off.

]
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