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Exchange users have two different ways to set an Out of Office (Vacation) message — through 
• your Exchange Account: only other campus Exchange users will receive your message 
• the U-M Online Directory (UMOD): everyone except campus Exchange users will receive your 

message; you must also create one through your Exchange account if you want campus 
Exchange users to receive your message 

Through Your Exchange Account 
Messages you send using this method are only seen by other campus Exchange users. This is a good 
option if you only want U-M colleagues with Exchange accounts to receive it. Those who send you 
multiple messages will only receive one notification. 
Your Out of Office message is sent whether or not you have Entourage running. 
1. In Entourage, under the Tools menu, select Rules. 

 
2. In the Rules window: 
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3. In the Edit Rule window: 
a. 

 
b. 

 

4. Back in the Edit Rule window, click OK to close it. 

5. In the Rules window, your new Out of Office rule appears. 
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Through the U-M Online Directory (UMOD) 
Messages you set using this method are received by everyone sending you a message except U-M 
Exchange users. To also reach Exchange users, you must set the message from within your Exchange 
account as well (see above). Those who send you multiple messages will receive only one 
notification. 
1. Connect to http://directory.umich.edu. 
2. In the U-M Online Directory window: 

a. 

 

b. 

 

3. In the Authentication Required window: 

 

4. Back in the U-M Online Directory window: 
a. 
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b. 

 

c. 

 

d. 
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