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Exchange — Vacation Mail (Auto Reply)

Configuration Options:

Vacation Mail (Auto Reply) can be configured through:

1. Microsoft Office Outlook Client
2. Swinburne Webmail

Note: Microsoft Office Outlook Client setting will only work for internal auto reply.
For External email reply, please configure through Webmail.

Microsoft Outlook Client:

o || E-mail
E| Microsoft OFfice Outlok

1. Launch Microsoft Office Outlook Client from start menu.
2. Goto “Tools”.
3. Expand “Tools” window.
4. Double Click on “Out of Office Assistant”.
2. Click #ools | Actions  Help Tools | Actions  Help
Send/Receive 3 Send/Receive
Find > Find
| Address Book...  Chrl+Shift+E 4| Address Book...  Ctrl+3hift+E
71 FRules and Alerts, ., |:> ] Organize
lal Empty "Deleted Items" Folder 51 Rules and Alerts. .,
E-mail &ccounts. ., 4. Click —P| Ouk of Office Assistart. ..
Customize. .. Mailboy Cleanup...
opkions. .. Q Empty "Deleted Ikems" Folder
3. Click | >
Forms
Macro
Speech

E-mail Accounts, .,

Cuskomize. ..

Opkions...
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Out of Office Assistant:

1. Select “l am currently Out of Office”.
2. Key in auto reply messages in text box provided.
3. Click “OK” to confirm.

Warning: Please remember to configure the setting back to “I am currently
In the Office” when you are back to ensure user will not get the auto reply
messages.

X]

Qut of Office Assistant

()1 am currently In the OFfice

1. Click » (%) 1 am currently Out of the OFFice

AutoReply only once to each sender with the following text:
I'm currently not avalable bl 25th Dec 2009,

2. Text Box >

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

Skatus Conditions Ackions

Show rules For all profiles
3. Click —[—> T4 ] [ Cancel
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Swinburne Webmail:

@ Internet Explorer

Extra Features (webmail only):

= Customizable auto reply message for both internal & external senders.
= Automatic replies period can be specified.

Note: Please login to Swinburne Webmail before you begin.
https://webmail.swinburne.edu.my.

1. Click on “Option” on the upper right.
2. Click on “Tell people you’re on vacation” tab.
3. Click on “Automatic Replies” tab for auto reply configuration.

1

Qptions

-

Tell people you're on

@ Don't send automatic rephes

Send automatec replies

Inoox Optors | 9 -
4135 Faverites © dien © AT Fiter * View™ g | 5
= W rar
A Urvead Mai Qutlock Web App & John D vacation
whal @ -
Account Account Information - John Doe Heading out?
L Organize EMall
=] SentItems = @ “ General ;] Tell people vou're on
Sroups Display name:  John Doe T vacation
| Mail ] E-mal address:  JDoe@swinburne.edu.my
""" Con oo
] Calendar hone | Outlook'Web App
Block or Allow
8] contacts e
& Account Ty
ﬂ Tasks : ; b i3
Organize E-Mail Inbox Rules  Automatic Replies | Delivery Reports
j Public Folders srowes
Settings Automatic Replies
Fhone Create automaticreply (Out of Cffice) messages here. You can send rephies to senders the whole time you're
ok o Al away or for a spedific period of time.

" &l

Automatic Replies
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Enable Automatic Replies (Internal Senders):

—

&~ W

Select “Send automatic replies” radio
Optional:

button.

a. Select “Send replies only during this time period:” radio button.
b. Specify “Start Time & End Time” for the auto reply features.

Key in auto reply messages in text box
Click “Save” to confirm.

provided.

: i@ Send automatic replies

1. Click

2. Click

» /] Send replies only during this time period:

Automatic Replies

D't send automatic replies

@ Send automaticrephes [ e
7] Serd replies orly during this tme period: [

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

Start time:  Thu 12/24,/2009 | 10:00 AM

End time:  Fri 12/25/2009 | 10:00 AM

-

-

Enter Auto Replies Text for Internal Senders Here

A
:::'i 7 Save -|
3. Text Box 4. Click " Saw

Note: Once automatic reply enabled, it will reply automatically for internal
and external senders. User will have to key in the auto reply text for
external sender else external senders will receive auto reply with blank
content. Please refer to “Enable Automatic Replies (External Senders)”

section below:
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Enable Automatic Replies (External Senders):

Available Options:
= Send replies only to senders in my Contacts list.
= Reply to all senders outside my organization.

Note: “Send replies only to senders in my Contacts list” only applicable base on
user’s individual contacts in the “mailbox” instead of personal folder contacts.

1. Please scroll down the page.
2. Enable/Disable “Send automatic reply message to External Senders”.
3. Select the one of the available option radio button.
4. Key in auto reply messages in text box provided.
5. Click “Save” to confirm.
2. Click WJ| Send automatic reply messages to External Senders
e e @ Send replies only to senders in my Contacts list
A"mﬁjﬁk"ﬁgﬂeg 3. Click | { i Reply to all senders outside my organization T'
[7] Send automatic reply messages to External Senders|

Send replies only to senders in mv’_ggﬂtacs-hst"'

@ Reply.to allsentéf litside my organization

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

Enter Alternate Text for External Senders Here

4. Text Box 5. Click

1. Scroll Down

Warning: Please be informed that if user select Reply to senders outside my
organization, those spam mails that pass through will receive automatic replies.

Please do not hesitate to contact ITS if you have any enquiries at ext 5000 or ITS
Service Desk servicedesk@swinburne.edu.my.
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