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O Working offline........c.ccovieeiieiiiiieieceeceee e, 9-10
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€7 Using the Out of Office Assistant

The Out of Office Assistant can be used to handle your mail automatically when you're away
from your office. You can add rules for the handling of incoming mail, and you can reply
with a standard note to each user who mails you.

To Use the Out of Office Assistant
1. Select the Tools, Out of Office Assistant menu option.

Out of Office Assistant

—{ | am curently Out of the Office

AutoBeply only once ta each sender with the following test:

=
Thesze rules will be applied to incoming meszages while pou are out of the office:
Statuzs  Conditions Actions
Add Rule. .. I | EditEule.. | | ElEte Hulel ¥ Show rles for all profiles
| ak. | | Cancel | | Help I

2. Select the I am currently Out of the Office radio button.

3. To reply to each person who sends you mail with a standard note, type the note into the
AutoReply... list box.
Note: Each sender will receive the standard note only once, regardless of how many
messages they send.

4. To add rules and actions to be applied while you're out of the office, click the Add Rule
button. /..
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€7 Using the Out of Office Assistant

../ To Use the Out of Office Assistant
The Edit Rule dialogue box will be displayed.

Edit Rule
—w'hen a meszage arives that meets the following conditions:
I | Cancel |
I Sentdiectytame [ Copied [Ce)ta me
Subject: I Advanced... |
Message hady: I Check Mames
Perfarm these actions: [ Do not process subzequent nles
VT Alert with
W I Delste
23 Moveto FEolder.. | | |
BT Copyto | Folder., | | |
W Forward | Tio.. | I |
Method: I Standard ﬂ|
P ™ Custom I j| I |

The top part of the dialogue box is used to specify the condition(s) you want to set.

5. In the text boxes in the top part of the box, enter the text that is to be found for the action
to be performed. This may be a single user or a single word that's part of the message text.
However, you can specify combinations of text to be found in each field.

For example, if you wanted all messages that mention Budget Committee in the subject
field to be moved to a different folder, you would type Budget Committee into the Subject
box; if you wanted all mail from a specific person to be forwarded to a colleague, you
would enter the sender's name into the From box.

Note: If you want to find messages from more than one sender, separate the senders'
names with a semicolon (3). To search for more than one word or phrase in the subject
field or the message body, separate the words/phrases with a semicolon (3).

6. If necessary, choose the Sent directly to me option so that any messages addressed to you
are selected for the specified action.

7. If necessary, choose the Copied (Cc) to me option. /..
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€7 Using the Out of Office Assistant

../ To Use the Out of Office Assistant

8. To specify further conditions, click the Advanced button.

Advanced E

Size [kilobytes) Feceived
At Jeast: | = ™ From: JTue T0/02/98
ance|
4t most: - 1o Tue 10/02/%8 =
r 4

[T Only urread items I~ Importance
[~ Only items with attachments [T Sensitivity

[~ Only items that da not match these conditions

 Show properties of

% Selected foms:
= Daocument

T Folder:

Properties:

Using these options you can set rules to select, for example, messages with a particular
sensitivity or importance level, or those with attachments or that are a particular size.

Choose the required options then click OK to return to the Edit Rule dialogue box.

9. To stop processing the other rules after a message is found to satisfy one of them, choose
the Do not process subsequent rules option.

10. In the bottom portion of the dialogue box, choose the action you want to perform on the
selected messages:

e Alert: Choose this option to specify that a sound or message is to be displayed when
messages that satisfy your condition(s) are delivered. Click the Action button to
display the Alert Actions dialogue box where you can choose the message or sound

to be used. /..
Alert Actions
¥ Matify with the text
[—
H
[ Play IEDT“ | ,Tl

| ok I | Cancel | | Help |
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<> Using the Out of Office Assistant

../ To Use the Out of Office Assistant

Delete: Choose this option to delete any messages that satisfy your conditions.
Deleted messages will be moved to your Deleted Items folder.

Move to: If messages satisfying your conditions are to be filed in a folder other than
Inbox, choose this option then specify the folder by clicking the Folder button...

Move Message To... E3
D b |
[ Contacts m
Deleted It
3 o

=] Inbox
-7 Journal
-] Notes
[ Outbos
-7 Sent ltams
-] Tasks
-3 Public Folders

...and choosing the required folder. Click OK to return to the Edit Rule dialogue box.

Copy to: To place a copy of qualifying messages in both the Inbox and another
folder, choose this option and select the required folder as explained above.

Forward: If messages meeting the specified conditions are to be forwarded to
another user, choose this option then either select or type the name of the other user in
the text box.

From the Method drop-down list, choose the format for the forwarded message:

e Standard: The message will be forwarded in the usual fashion, with the FW
prefix shown in the subject field.

o Leave message intact: Forwards the message as if it were a new message,
without the FW prefix.

o Insert message as an attachment: Includes the message as an attachment in a
new message.

Reply with: To send a standard message in reply to the messages that satisfy your
conditions, choose this option then click the Template button. A blank message is
displayed. Type your reply and add any additional recipients then select the File,
Save & Close command.

Custom: If you want to carry out an action other than an Outlook action when a

message satisfying the specified conditions is received, select the Custom option and
choose the action from the drop-down list. /..

Microsoft Outlook 2000 Introductory Course e Student Workbook e © 2000 e www.StudylIT.net

9-5



€7 Using the Out of Office Assistant

../ To Use the Out of Office Assistant

11. When you've finished specifying rules and actions, click OK to return to the Out of
Office Assistant dialogue box.

12. To add another rule, repeat steps 4 to 11.
13. When you're finished using the Out of Office Assistant, click OK to close the dialogue

box.
To Edit or Delete a Rule
When you have added rules they will be listed in the Out of Office Assistant dialogue box:

Out of Office Azzistant E2

@& T am currently In the Office

{7 T am currently Qut of the Office

AukoReply only once to each sender with the Following text:

I'm currently out of the office but Il be back tomarrow, ﬂ

[~

These rules will be applied ko incoming messages while vou are ouk of the office:

Status Conditions Actions

Senk Directly bo Me FORWARD TC:DE. ..

| Add Rule... I | Edit Fule. .. | | Delete Rule | V! show rules for all profiles

| Ok | | Cancel | | Help |

You can use the Edit Rule and Delete Rule buttons in this dialogue box to change or delete
rules you’ve already created.

To Suspend a Rule Temporarily

Although your rules will be needed most of the time, there may be occasions when you want
to switch off a rule. For example, if you generally forward messages to an assistant and the
assistant is on holiday, you may want to suspend that rule for a time. In the Out of Office
Assistant dialogue box, click the Status box next to the rule to be suspended. The rule will
then still exist but won't be processed until the status is returned to normal.

On Your Return

The next time you run Microsoft Outlook, you'll be reminded that these options are still set.
To specify that you're now back in the office, select the Tools, Out of Office Assistant
command and choose the I am currently In the Office radio button.
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i
==  Exercise 9-1

In this exercise you'll use the Out Of Office Assistant.

1. Follow the instructions below to set an AutoReply.
— Select the Tools, Out Of Office Assistant command.
The Out Of Office Assistant dialogue box is displayed.

" | am curently Out of the Office

AutaBeply only ohce to sach sender with the following text:

[~
These mles wil be applied ta incoming messages while you are out of the office:
Statuz Conditions Actions
| Add Aule.. I | EditEule. | | Welete Hulel ¥ Show rules for all profiles
| ok | | Cancel | | Help |

— Select the I am currently Out of the Office radio button.
— In the AutoReply... text box, type

Sorry, I'm not in the office today but I'll be back tomorrow. Meanwhile, if you
have anything that can't wait, please get in touch with my assistant on 2541

— Click OK to close the dialogue box.

2. Send yourself a message on any topic. When this message is received, Outlook will send
a replay containing the text you set in the Out of Office assistant.

Any one sender will receive this AutoReply once only.

3. Following the instructions below, set a rule so that when a message marked High
importance is received, it is forwarded to your assistant.
— Select the Tools, Out of Office Assistant command then click the Add Rule button.
— Click the Advanced button.
— Activate the Importance check box and ensure High is shown in the text box.

Advanced x|
Size (kilobytes) —— Received

At least: [ =] ™ From: Mon 310100 o
Cance
At most: | 3: T Mo 310100 (B

Help
= only unread items I Importance
[T Onby items with atkachments [T Sensitivity
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=v  Exercise 9-1

— Click OK to return to the Edit Rule dialogue box.

— As the message is to be forwarded to your assistant, click the Forward option and
then either type the address of someone you’re working with or, if you’re working
alone, enter your own address. (You could use the To button to display your address
books and choose the required address from there.)

K I pelete

B3 Move to Eolder. | I |

B2 copyto | Folder:., | | |

W Forward

Method: IStandard ﬂl
ol Regly with
» [T custom I j I |

— Click OK to return to the Out of Office Assistant dialogue box.

1 .am currently In the Office

—{® 1 am currently Out of the Office

AutoReply only once to each sender with the Following bext:

I'm currently oot of the office but T'l be back tomorrove, Mearwhile, i ;I
vou have anything that can't wait, please get in touch with my
assistant on extension 2541,

[ |

These rules will be applied to incoming messages while you are out of the office:

Status Conditions Actions

fayveldy
&dd Rule, . I | Edit Rule... | | Delete Rule | ¥ show rules For all profiles
| QK | | Cancel | | Help |

The rule you created is shown at the bottom of this dialogue box.
— Click OK to close it.
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== Exercise 9-1
5. Send yourself a message marked with High Importance.

If you elected to forward it to yourself, you will receive both the original and the
forwarded message.

If you forwarded to someone else, you will receive the original and they will receive the
forwarded version.

6. Select the Tools, Out of Office Assistant menu option then select the I am currently In
the Office option button and click OK.

The rule you set will no longer be processed.
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€7 Working Offline

When you are unable to connect to your Microsoft Exchange server, perhaps when working
at home, you have to work offline. As all the components of Outlook (other than personal
folders you've created on your hard disk) are stored on the Exchange server, you have to
prepare for working offline so that you have access to your mail folders.

If you have the facilities, you can then dial in from a remote location to make the connection
with the Exchange server. Alternatively, you can synchronise the contents of your folders
and send any messages you compose while offline next time you connect to the server.

Preparing to Work Offline

There are two steps to carry out when preparing for offline work:

Install the Microsoft Outlook software on the computer to be used for offline working,
including Exchange Server as a service in your profile and choosing to create an offline
folder file.

HelpTip: If Outlook is already installed on this computer, you must create an offline
folder file. For detailed help on how to do this, select the Help, Microsoft Outlook Help
command and then type offline folder into the Office Assistant box. Choose the create
an offline folder file help topic by clicking it.

Connect to the network and instruct Outlook to make certain folders available for offline
work. You have to do this only once for each folder.

Replicas of these folders are placed on the computer to be used offline and these will be
used to update your folders on the server when you reconnect to the server.
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€7 Working Offline

To Make a Folder Available for Offline Use

1. Right click the folder you want to make available.

2. Choose Properties from the shortcut menu and display the Synchronization property
sheet.

Inbox Properties EH
[ General I Home Page I Autodrchive |
[ Administration I Forms I Permissions | Synchronization

@‘3 Use: this kab to make this Folder available when working
fw% offline, When you wank bo synchronize this folder, choose
Synchranize from the Tools menu in the Yiewer,

r This Folder is available
g -

© when offline or onfine

—Filtered synchronization
Use this button to filker the offline copy of this folder,

 Statistics For this folder

Last synchronized on: Mever
Server Folder contains: 0 Itermn(s)
Cffline Folder contains: IUnavailable
Toke; wirhiern working with of fline Folders, certain folders, such

as Inbox, Calendar, etc., are always available,

| [al'4 I | Zancel | | G | | Hel |

3. Select the When online or offline option button.
4. Click OK.

The first time you make a folder available for offline use, you'll be prompted to create an
offline folder file if one hasn't been created already: /..

Microzoft Dutlook

wou must configure an offline folder file before wou can use this Folder offline. wwould vou like to configure an offline
Folder File now?
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€7 Working Offline

../ To Make a Folder Available for Offline Use

5. Answer Yes. You'll then be asked for the name and path of your offline folder file.
Oifline Folder File Settings E

File: JakaiMicrosoftl Outlookioutlook., ost

Encryption Setting

o Ma Encryption
& Compressible Encryption
o Best Encryption

| Compact Mow Reduces the size of vour offline
= folder file

| Nieable Offline e, | The offline Folder File will nok be
— opened on skartup

| Ok || Cancel | | Help |

6. Click OK to accept the defaults shown in this dialogue box, or type a new name and path
then click OK.

Microzoft Outlock Offline Folders [ ]

The file C:3WINNT SProfileshgdennyt Local Settingz'udbpplication D atahMicrozofth Outlook voutlook, ozt could not be
found. Would you like to create it?

7. Choose Yes.
You can now work with these folders even when not connected to the server.

Note: You can also download your Address Book to the computer you'll be using offline,
using the Tools, Synchronize, Download, Address Book command.

Synchronising Your Offline Folders

The tasks that you carry out offline will mean that the contents of your offline folders will no
longer match those of your server folders. You may have mail in your Outbox folder, for
example, or maybe you've changed the contents of your Inbox. Therefore, when you next
connect to the server, your folders must be synchronised to bring those on the server into line.
You can use the Tools, Synchronize, This Folder and Tools, Synchronize, All Folders
commands to do this.
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=v  Exercise 9-2

In this exercise, you'll make your Inbox, Tasks and Calendar folders available for offline
work.

1. If necessary, display your folders list.
2. Right click on the Inbox folder and choose Properties from the shortcut menu.
The properties relating to the Inbox folder are displayed.

3. Display the Synchronization tab in the Properties dialogue box.

Inbox Properties EH

[ General I Home Page I Autodrchive |
| administration | Forms | Permissions | Svnchronization

@‘3 Use: this kab to make this Folder available when working
fw% offline, When you wank bo synchronize this folder, choose
Synchranize from the Tools menu in the Yiewer,

r This Folder is available
.

© when offline or onfine

—Filtered synchronization
Use this button to filker the offline copy of this folder,

 Statistics For this folder

Last synchronized on: Mever
Server Folder contains: 0 Itermn(s)
Cffline Folder contains: IUnavailable
Toke; wirhiern working with of fline Folders, certain folders, such

as Inbox, Calendar, etc., are always available,

[al'4 I | Zancel | | G | | Hel

4. Select the When offline or online option button.
5. Click OK.
6. If you are prompted to create an offline folder file, follow the instructions on the screen.

7. Repeat these steps to make the Tasks and Calendar folders available for offline work.

Microsoft Outlook 2000 Introductory Course e Student Workbook e © 2000 e www.StudylIT.net
9-13



fj Questions and Answers

1. Which Outlook facility would you use to deal with mail that arrives while you are out of
the office?

2. Which option in the Edit Rule dialogue box would you use to display text when messages
matching the specified criteria are received?

3. Which button would you use if you wanted to remove an existing rule?

4. How would you suspend a rule set in the Out of Office Assistant?

5. What is the Out of Office Assistant used for?

6. When would you work with Outlook offline?
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