 Setting up Out of Office E-mail Procedure USING MICROSOFT OUTLOOK
1. First, an e-mail message template must be created.

a. On the File menu, point to New, and then click Mail Message

b. Type the subject and message that you want

c. On the File menu, click Save As

d. In the Save As Type list, click Outlook Template (*.oft)
The file name is automatically the subject of your message

e. Click Save

f. Close the message

2. On the Tools menu, click Rules Wizard.

3. Click New.

4. Click Next, taking the default rule description “Apply this rule after the message arrives”.

5. Click Next, and click Yes on the popup box that says “This rule will be applied to every message you receive.  Is this correct?”

6. Scroll down and select “Reply using a specific template”, so that a check mark appears in the box.

7. In the Rule Description box, click on the underlined “a specific template”.

8. In the Look In: box at the top of the screen, select “user templates in the file system” and choose the template that you created in step 1, and click Open.

9. Click Next, then click Next again.

10.  Ensure that there is a check mark in the “Turn on this rule” box and click Finish.

11. Click OK to leave the rules box.

12. Test by getting a colleague to send you a message.

13. When you leave the office, your computer MUST be on and Outlook must be running.

14. When you return from being away, go back into the Rules Wizard and click on the rule you created to turn it off.  The check mark in the box should disappear.

Structure for Out of Office Messages

Out of Office messages should be similar to this:

Subject: (Your Name) is out of the office from (Dates away)

Message: I will be out of the office from (Dates Away).  I will get back to you when I return.  If you require more immediate assistance, please call (name a specific contact person, leaving number and email address).

Thank you.

(Attach signature here)
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