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|. Select the Tools Tab.

Please note: This
training was completed

on a Mac. Icons may
look slightly different on
PC.




|. Select Out of Office
2.This pane will appear.

3.Type in content of message.
Chairs/Directors/Deans should
include who is point of contact for

signatures when you are
unavailable. They same or different
message may be used for internal
and external stakeholders.

4. Select the dates and
times that match your
time away and select the
box that states only send
replies during this time
period



OUTLOOK - TUTORIAL 5

* This particular tutorial provides steps to create an out of office message that
provides director for services to various stakeholders while away. Primarily
helpful student and faculty who may need signatures.




