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”.
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Out of Office . Left-click the calendar dates to
1 enter dates you will be leaving
Current status: Disabled 4 .
: ¥ and returning, then select
Motes can automatically reply to incoming mail while vou are away. To uze - “Enable”.
the Out of Office agent, fill out the dates you will be gone, and press "Enableg

Dates I Dut of Office Message I Special Message | Exceptions I +

lwill be out of the office...

Leaving: |[03r1 ar2005 ﬂ%
Returning: "]3."21.1’2005 ﬂ%

¥ Eook Busytime for these dates

Feople who check vour calendar will zee thatvou are
unavailable between theze dates.
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Select “Yes” to activate.

Lotus Moktes ODut of Office j

Yau have requested to enable the Quk of Office agent ta run on the Fallawing server: osf_nokesfosk)
When people send wou mail between 03192005 and 03/21 /2005 it will infarm them of your absence, )
1

Proceed ko enable the Ouk of Office agent?
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Select “OK” to confirm.

Lotus Mokes Out of Office

The Ok [f Office agent is now enabled to run on the Following server: osf_notesfosfius
When petsle send you mail between 03192005 and 03/21 /2005 it will infarm them of your absencet
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Select “OK” to complete.
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Out of Office

Current status: Enabled

Eetween the dates specified below, Motes will autarnatically reply ta
incoming mail with an out-of-office message.

Dates I Dut of Office Message I Special Message | Exceptions I

| will be out of the office...

Leaving: bz ar2008 16
Returning:  |03/21/2005 16

¥ Eook Busytime for these dates

Peaple who check vour calendarwill zee that you are
unavailable between these dates.
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Edit the Out of Office message to provide the following additional information :
Required information: the name the Helpdesk should contact in the event of an
emergency escalation.
Recommended information: Enter a message instructing anyone with a problem to
contact the Helpdesk at Helpdesk @ OSF.OK.Gov.
Optional information: a forwarding email address, an emergency phone number.

Out of Okce

Current status: Enabled

EBetween the dates specified below, Motes will automatically reply to
incoming mail with an out-of-office meszzage.

] COut af Office Message | Special Message | Exceptions |
ThisTe the default message which will be sentwhile vou are away. To

specify a special message for replying to certain people, usze the
"Special Mezzage"tab.

Ta: Whomraver

Subject:
"EIIake DeVaughan iz out of the office.

|'will be out of the office starting 031 872005 and will not
return until 0372172005,

|'will rezpond to vour meszage when | return,
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If you choose, you may opt to
3 create a special reply to a

Current status: Btz specific person(s) instead of
the generic reply.

o v

Between the dates specified below, MNotes will autarnatically reply ta
incarning mail with an out-of-office meszage.

Dates | Out of Office Mess pecial Message I Exceptions |

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

Thiz meszage will only be zentwhen you receive mail from the people
listed below.

To: “ |;h
Subject:

|El|ake Celaughan iz out of the office, |

|'will be out of the office starting 031 92005 and will be
returning on 0352172005,

It you need to contact me, pleaze call my cell phone.
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Left-click the arrow from the drop down menu titled “Choose address book™. Query by
name of person(s) you want to send the special message to, select “Add” and “OK”.
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Select “OK” to complete.
Out of Office
Current status: Enabled

Between the dates specified below, Motes will automatically reply to
incoming rmail with an out-of-office mezzage.

Dates | Out of Office Message | Special Message | Exceptions | !

Thiz meszage will only be sentwhen vou receive mail from the people
lizted below.

Ta: [prew HalliosFUS =

Subject:
|Ellake Devaughan iz out of the office. |

lwill be out of the office starting 03 92005 and will be
returning on 032172005,

lfyou need to contact me, pleaze call my cell phone.
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