Setting Auto reply in Outlook

Account Information

Open & Export
/3 Jason_Soles@URMC.Rochester.edu
Save A L/ Microsoft Exchange
= Add Account
Save Attachments
N Account Settings
Print 5 Automatic Replies - Jason_Soles@URMC Rochester.edu X
13 Change settings for this accaunt or set up mon
D EI ete Account connections. (O Do not send automatic replies
X Settings - Access this account on the web S e TS
Email ltems - Office Account https://mail.urme rochests [ Only send during this time range:
Start time: | Wed 2/6/2019 1:00 PM
Options
N BW B End time:  [Thu 2/7/2019 1:00 PM
< Exit ‘Automatically reply once for each sender with the following messages:
4 FaVD r.l.te 5 camt * Automatic Replies (O Offi¢ @& insige y organization 2 outsige My organization (on)
Use automatic replies to notify others tiljaou
Automatic not available to respond to e-mail messag; Segoe Ul ~| 8 v|[|B|I |UulA
Replies
|r'|h|:|x 1455 H " B *PLEASE NOTE*** | have a new email address please use this new address moving forward,
“ Lwill not longer be monitoring this email as of March 4th, ng
= Mailbox Cleanup
Sent ltems 4 0l =4 Manage the size of your mailbex by emptying [ J2%0n-seles@urme rachester.edu
Cleanup Jason L, Soles
Tools - Information Services Director
STJ HIPAA Privacy Officer
STJ Direct 607-324-8020 ¢ JMH Direct 585-593-4046 ¢ Mobile 607-382-8600
a Rules and Alerts
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Setting Auto Reply — Outlook Web Access
- ]

Vv 0K * Cancel

utomatic replies

Create automatic reply {Out of Office) messages here. You can set your reply to start at a specific time
to continue until you turn it off,

Don't send automatic replies
*® ) Send sutomatic replies
— il
x Send replies only during this time period

& < || Search.. D~ bk

Wed 2/6/2019

Thu 2/7/2019

Settings x

Send a reply once to each sender inside my organization with the following message:

B I UM AN A = Z€ 3= v
FEFPLEASE NOTE**¥ | have a new email address pleass use this new address moving
Automatic replies forwsrd. ~
Create an automatic regl".’ (Out of of—'ical L will no longer be monitoring this email after march ath, 2019
I

message. jzson_soles@urme.rochester edu
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