GroupWise: Out of Office Rule

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

Tools

Address Book,

e Click on Tools in the main toolbar. Messenger v
A Junk Mail Handling. ..
+ Click on Rules.
A Rules window will appear.
Fiules are executed in the order they appear in the list. Drag a
rule to a different position to change the arder.
) Rule Jist: Mew..
e To create a new Rule, click on New. RuleMame | Event -
Copy...
A New Rule window will appear. Bl
Enable
. . Bun
¢« Name the rule in the Rule Name field.
Move Up
¢ Under When event is check to see that the but- Heve Down
ton says New Item.
New Rule |E|E|
« Nextto And Items are check the Received box. il '
Newltem  %| Anditems are: [JRecejved []Sert [JPosted [ Draft
. . . . If conditions are  [optionall
e In the middle optional field, check the Mail box. ——
:MEIE it o items where [kem Type is Mail
[1 Appointment
[1Task
[[] Reminder note
[ Phone message:
Appointment conflict exists: | Does not matter [Yes or Mao) b
Then actions are
Add Action +
Be Sure to Edit Action
CheCk thls Delete Action
box
Out-of-Office Rule Instructional and Learning Services

(Rev. August 29, 2007)



AutoReply

Specify AutoReply in the rule that you are creating:

Near the bottom of the window click the Add
Action button and select Reply.

When the reply dialogue box appears select the
Reply to sender radio button, then OK.

Create the message you want sent to people
while you are away in the box that appears.
You may also specify a subject line for your
automatic reply.

Click OK.

New Rule Elgl
Rule name: | |

‘When event is

And tems are: [ |Recejved []Sert [JPosted [ Draft

S

[] Phone message

F d...
IF conditions are  [optional] i

Delegate...

Itern types: D efine Conditions.

e e et on items where lbem Type is Mail Accept. .

[] &ppaintment Category...

[JTask DeletejDecline. ..

. Emply Item
[] Reminder note

Mowe ta Falder...

Link to Folder. .

Appointment confict exists: | Does not matter [Yes o Mo)

2 Mark as Private

16ns e

Mark as Read
Mark as UnRead

Add Acton =)
7,

Stop Rule Processing

Cancel

G [T | (-

[ ge: [ [ canel ]
Subject: \ F'.‘ES\ Address Book.
Message:

Specify Dates

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

ply:

Click on Define Conditions in the middle op-
tional field.

In the Define Conditions window, locate the
drop box under Include entries where . . .

In this drop box, click on Delivered.

The button after the Delivered field will have an
equal sign—click on this button to display its
menu.

In the menu that appears highlight >= On or Af-
ter Date and click on it.
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Define Conditions
Filker

Include entries where ..

] |

] [ Cancel ]

thuthor
|Created
[Dielivered

Cocument Number
Frorm

ltemn Status

S ubject

Ta

sl Fields. ..

Define Conditions

Filker
Include entries where ... Delivered is Todap
B s
| = On
»= Onor After
v = After
< Before

<= On or Before

-»  WWithin
- Previous

= GnDate
= After Date

== On ot After Date
< Befare Date
<= Onor Before Date
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e Choose the date that you want this rule to be-

Define Conditions

come active and type it in the next field. .
Include entries where ... Delivered is gig 5/8/2007
Delivered ~] B e D IE ¢ [ cancel |

=
— You can also choose the date through a cal-
endar view. To do this click on the calendar button Date Input B
next to the date field. o
June 2007 [L] 1 Th|s is the
SMTWTFS | d
N GE calendar
10 11 12 13 14 15 16 view
17 18 19 20 21 22 23
24 2526 27 2829 30
000
e To specify a date to inactivate this rule click on (e
. I R
the End button located to the right of the calen- e
dar button. News Graup
v End
e Inthe menu that appears click on the word And. Define Conditions
Filter
) Include entries where .. Delivered is Today
Ar.lo_ther set of buttons and fields appears below the o B S 3 o=
original. &3] [ -
« In the dropdown box in the bottom left-hand cor- Reflne Copdiione X
ner, Choose Delivered. Include entiies where ... Delivered is Today
[peweres  w][= #] [0 Z][Todw ¢ [ Concel |
_ _ _ ' ————
e Click on the button displaying the equal sign. [- 3] ) | G
« In the menu that appears, click on <= On or Be- (S
fore Date. o
<= Onor Before
- Within
e Choose the date that you would like this rule to = frevews
= OnDate
become inactive and type it in the field next to > daoae
thIS button < Before Date

<= ©Onaor Before Date

— 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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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.

Define Conditions

e Click on Define Conditions in the middle op- s
tlonal fleld Inchude entries where ...

e In the dropdown menu select To

¢ If the button next to the dropdown field does not
have two brackets click on it and in the menu
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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