Setting your Out of Office Assistant

Open your Inbox and click on “Tools” from the top toolbar and choose “Out of Office Assistant”.

Dot the sentence “I am currently out of the office”
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If you want the Assistant to reply to every e-mail you receive whilst you are away, type the message you want it to give in the box and Click “OK”.



It is likely that you will not want every message to receive a reply. Here’s how to set some rules:- 

Click “Add Rule”.

Decide which type of messages you want to respond to with an automatic e-mail whilst you are away.

This example shows how to set the Assistant to respond to e-mails which are sent only to you:-


Click “Sent to” and choose your name from the list.

Tick “Alert with” and 

Click “Action”


Check the box 
“Notify with the text”

and type into the box the message you want to be automatically sent to people sending e-mails only to your account. 

Click “OK”

Click “OK”

On the original box, make sure the rule is highlighted and the sentence “I am currently out of the office” is selected.

Click “OK”.

The Out of Office Assistant will start working immediately!

