How to Change Lotus
Notes to Read “Out of
Office”

From your personal email inbox, select “Actions”.
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Select “Tools” and then select
“Out of Office”.

Left-click the calendar dates to
enter dates you will be leaving
and returning, then select
“Enable”.



Select “Yes” to activate.

Select “OK” to confirm.

Select “OK” to complete.



Edit the Out of Office message to provide the follogy additional information
Required information: the name the Helpdesk should contact in the eviean
emergency escalation.
Recommended information: Enter a message instructing anyone with a proldéem
contact the Helpdesk &telpdesk@OSF.OK.Gov
Optional information : a forwarding email address, an emergency phanger.

If you choose, you may opt to
create a special reply to a
specific person(s) instead of
the generic reply.

To do this, select “Special
Messages,” left-click the
arrow from the drop down
menu highlighted in yellow.



Left-click the arrow from the drop down menu titt&@hoose address book”. Query by
name of person(s) you want to send the specialageds, select “Add” and “OK”.

Select “OK” to complete.
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