]T @ ‘K‘L}’O GroupWise: Out of Office Rule for Mac Client

An out-of-office rule enables you to let people know when you are gone. First you
create arule. Then you can set up an AutoReply that is sent to anyone who e-mails
you while the rule is active. It is possible to specify the dates that the rule is active to
auto-activate and auto-inactivate the rule. You can also specify senders in order to
avoid sending auto-reply messages to list-serves while you are away.

Create Rule
Imﬂ Window Help

i i i Address Book
e Click on Tools in the main toolbar. e

Junk Mail Handling...

. Find... EF
e Click on Rules. Busy Search...

Time Difference...
Date Difference...

A Rules window will appear.
[CHSX:] Rules

Rules are executed in the order they appear in the list.
° TO Create a nEW Rule, CIiCk On NEW . :’!ulvel.a rule to a different position to change the order.
ule list:
B Rule Name Event @

A New Rule window will appear.

€ Copy... )

( Delete )
=

Name the rule in the Rule Name field. (Enable )

e« Under When event is check to see that the but-
ton says New Item.

Move Up

(" Move Down )
V

o Nextto And ltems are check the Received box. 806 New Rule

Rule name:

When event is

e In the middle optional field, check the Mail box.

Newlem %  Anditems are: || Received | Sent || Posted | Draft

If conditions are (optional):

item Type: ( Define Conditions... )

g Mail Act on items where Item Type is Mail

| Phone Message

Appointment conflict exists: | Does not matter (Yes or no) |

The actions are:
Be sure to Aog Acion 3
check this Edit Action
bOX Delete Action
( cancel ) Save
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AutoReply

Specify AutoReply in the rule that you are creating: ane i
Bule name
) ] When event is Send Mail...
e Near the bottom of the window click the Add hontam ] A o e ) Receives  Sent ) Posted O Fo:ward---
. I conditians are {opsianal) Delegate...
Action button and select Reply. iy Eam
W pail At on (e where Item Type 1 Mail Accept ...
Agpointment Delete /Decline...
i 0 '::‘ln fer Nate Empw Item
» When the reply dialogue box appears select the 0 R e e =
Reply to Sender radlo button’ then OK. Appaintment canflict exists: | Does nat matter (Yes or na) 15 Link to FO'FjEI’...
Mark as Private
@ Mark as Read
Mark as UnRead
e Create the message you want sent to people Stop Rule Processing
while you are away in the box that appears. Cancel |
You may also specify a subject line for your —
. > Reply
aUtomatlc reply From: John Smith cc: | E—BK
o BC: _—
. { Cancel |
e Click OK. Subject: Files:
Message: | Address Book ... |

Specify Dates

To specify a start and finish date for the rule to ap-

ply e _'_0 Define Conditions
Include Entries where...

[ = ( Clear )

Click on Define Conditions in the middle op- L From H

. . Author
tional field. To

(- Cancel

ok )

Document Number
Created
Item Status .

e Inthe Define Conditions window, locate the fiefi T :
drop box under Include entries where . . .

8ne Define Conditions
Include Entries where...

¢ In this drop box, click on Delivered. Es_!iv_e_vssi_; Today W[ e || CCer)

{ Cancel )

[

e The button after the Delivered field will have an
equal sign—click on this button to display its =t

>= On or After
menu. > After
< Before
<= 0n or Before

. . —-> Within
e Inthe menu that appears highlight >= On or Af- - ‘:;:\,ious

. . = On Date
ter Date and click on it. > After Date

< Before Date
<= 0On or Before Date
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e Choose the date that you want this rule to be-
come active and type it in the next field.

— You can also choose the date through a cal-
endar view. To do this click on the calendar button
next to the date field.

e To specify a date to inactivate this rule click on
the End button located to the right of the calen-
dar button.

e In the menu that appears click on the word And.

Another set of buttons and fields appears below the
original.

e In the dropdown box in the bottom left-hand cor-
ner, choose Delivered.

¢ Click on the button displaying the equal sign. - #

e In the menu that appears, click on <= On or Be-
fore Date.

e Choose the date that you would like this rule to
become inactive and type it in the field next to
this button.

— You can also choose the date through a cal-
endar view. To do this click on the calendar but-
ton next to the date field.

¢ Make sure the following button says End.

e Click the OK button to save your changes and
close the window.
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8_' o] Define Conditions
Include Entries where...
Delivered ?| m ( Clear )
— - ( Cancel )
o)
4 » October 2007 4 »
- e B This is the
1 2 3 4 5 6
7 9 10 11 12 13 calendar
14 15 16 17 18 19 20 view
21 22 23 24 25 26 27
28 29 30 31
[ Today: 10/8/07
Or
Insert Row
New Group
¥ End
Q » 0 Define Conditions
Include Entries where...
Delivered B (o= | 10/8/07 B and + { Clear )
— { Cancel )
':' s E - 3
L From - oK )
Author
| To H
Document Number M
Created
Item Status 4
Item Type ¥
¢/ =0n

>= On or After

> After

< Before

<= 0On or Before

-> Within

<- Previous

= On Date

> After Date

>= On or After Date

< Before Date
0n or Befo
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Specify Senders
Create a condition that tests the To field of an in-
coming message for a value that contains your
name:

Note: you can add this condition existing condi-
tions such as Date Specification.

e Click on Define Conditions in the middle op-

tional field. ene
Include Entries where...
e In the dropdown menu select To B U
uthor
To
Delivered
. Document Number
e If the button next to the dropdown field does not ' Created
. . . Item Status
have two brackets click on it and in the menu Item Type

that appears click on [ ] Contains.
e In the field next to this button type your name.
e Be sure the button after this field says End.

e Click OK to save your changes and close the
window.

When finished be sure to click on Save in the
Rule window to save your changes and close
the window.
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Define Conditions

( Clear )

( Cancel )
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