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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

e 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.
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2. In the Rules window:

e o6 Rules

= New '_c-'LEdit [ Delgsa. e o
(a. Select the Mail (Exchange) tab.)

y *ail (POP)  Mail (IMAP) Mail (Hotmail) | Mail (Exchange) | News Outgoing -

Erlybled Name

[
l b. Click New. )
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3. In the Edit Rule window:

a.

Edit Rule
Rule name:  Out of Office ( i. Enter a name for your Out of Office message.)
If
Add Criterion Remove Criterion Execute | if all criteria are met E—]
" All messages | &)
ii. Inthis pulldown
menu, select )
Reply. emove Action
" Reply %) ( Reply Text...g
(‘Set category (iii. Click the Reply Text button. )
g Do not apply other rules to messages that meet these criteria
™ Enabled ( Cancel ) €0k
b. Edit Rule
Rule name: Out of Office
If
Add Criterion Remove Criterion Execute if all criteria are met v
All messages _v
,',h,e,",,,
=~ Add Action Remove Action Reply Text
= — Enter reply text:
Reply ’ Rep
—= Thanks for your message.
Set category - Non Barb Jensen will reply on Monday, April 24.

(iv. Enter your message.)

( Cancel )Mﬁ

v. Click OK.

! Do not apply other rules to messages tl

! Enabled

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 University of Michigan Online Directory - Microsoft Internet Explorer
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UNIYERSITY OFf MICHIGAN ONLINE DIRECTORY —

|bjensen| Search

more choices

(2. Click search.)

not bound: click 'bind' to make

UNIVERSITY OF MICHIGAN ONLINE DIRECTORY

[ Bind

more choices

Show Membership bjensen, People

3. In the Authentication Required window:

VERSITY. OFIVIICHIGAN

By using this service you agree to adhere to UM computing policies and guidelines

Please type your logi ick_the “Login” button to continue.
1. Enter your unigname.

login: [bjensen

password: Iooooooooool

2. Enter your UMICH Kerberos password,
P[ease t\’fpe \J.- not your EXChange/WindOWS Active |K]
Directory password.

3. Click Login.

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

J— not bound: click 'bind' to make

a.

UNIVERSITY OF MICHIGAN ONLINE DIRECTORY

[ Search | Unbind || Add

more choices

“ Show Membership bJensen, People

5 )
boclick Modity )

|»

Modify
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1. Scroll down to the
On Vacation tield.

2. Click the True
radio button.

On Vacation' -2
- (¢ TT1E

C False

Vacation Message:

e.g. l:a_|r:er|:z:en':a home pag

(3. Enter your message.’)

I

See Also: 2

Modified By:
bjensen.people

Modified:

|I will read e-mail again on Monday.

Enter additional unignames in the box provided.

1. Scroll to the bottom

ot the page.
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Your changes have been saved:
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Click Unbind.
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