Using Out of Office Assistant
(OWA)
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- Step 1. In the Outlook Bar, click the
Options "Shortcuts" button.
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Step 2. In the Outlook Bar, click the
.~ "Options" icon.
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¥ I'm cusrently out of the office

AutoReply only once to each sender with the following text:

I'tm out of office from April 28 to May 3.

‘\'Type your message

| Step 3. Click "I'm currently out of the
office", type your message and select Date
and Time Format.

Date and Time Formats Select Date and Time Format |
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I'mm out of office from Apryl 25 to May 3.

i Step 4. Click the "Save and Close"
Caletidar | LI'H'CIr'I_

Optinns £2] Short Date Style:  |1/1/2004 - 12/31/2004

nffice from Lpril 25 to May 3.

Calendar

Step B. Click "I'm currently in the
office" to disable the Qut of Office
Assistant
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I'm out of office fXom April 25 to May 3.

Calendar
B Step 6. Click the "Save and Close"
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