Cum sa adaugi mesaj de Out of Office in Outlook

Mesajul de Out of Office il poti adauga atat folosind interfata Web cat si
aplicatia desktop. O data adaugat mesajul intr-una dintre variante (web
sau desktop) acesta va fi disponibil pentru ambele situatii (web sau
desktop).

In interfata Web de Outlook.
Selecteaza tabul View, apoi View settings.
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Change or customize your view.
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In urm3toarea fereastrd, selecteazd Mail urmat de Automatic replies.
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Selecteaza butonul Turn on automatic replies.



Automatic replies

Use automatic replies to let others know you're on vacation or aren't available to respond to email. You can set your replies to start

and end at a specific time. Otherwise, they'll continue until you turn them off.
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Add a message here

Pentru a seta perioada de trimitere a

mesajului de Out of Office, bifeaza

optiunea Send replies only during a time period.
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Automatic replies

Use automatic replies to let others know you're on vacation or aren't available to respond to email. You can set your replies to start

and end at a specific time. Otherwise, they'll continue until you turn them off.
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Thank you for your message.

I am out of the office until 26th of June, and | will gladly answer your email then.
For urgent requests, please contact our desk at the following No. +40-21-224 66 00

Kind regards,
Prenume Nume
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In prima casetd de text introdu mesajul de Out of Office.

Bifeaza apoi optiunea Send replies outside my organization si introdu
acelasi mesaj pentru a trimite si catre persoanele din afara organizatiei.
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Dramima Mimas

La sfarsit apasa pe Save, dupa care va aparea o notificare de informare.
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Automatic replies are currently
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~

In aplicatia de desktop.
Apasa pe tabul File.
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Apoi la sectiunea Info selectezi butonul Automatic Replies.




Account Information

H eugen.sargu@mercury.ro
Open & Export Microsoft Exchange
+ Add Account

p Account Settings
e

Change settings for this account or set up more
Account connections,
Settings ~ .

Access this account on the web,

https://outlook.office365.com/owa/int. mercury.ro/

" Get the Qutlook app for i0S or Android.

\ Change

|j Automatic Replies (Out of Office)
= Use autornatic replies to notify others that you are out of office, on vacation, or
Automatic not available to respond to email messages.

Replies

Mailbox Settings

Manage the size of your mailbox by emptying Deleted [tems and archiving.
Tools i

= 49,2 GB free of 49.3 GB

Rules and Alerts

Use Rules and Alerts to help organize your incoming email messages, and receive
Manage Rules updates when items are added, changed, or removed.
& Alerts

In urm&toarea fereastrad bifeaza optiunile Send automatic replies si Only
send during this time range si seteaza perioada pentru Start Time si la
End time.

Automatic Replies - eugen.sargu@mercury.ro x

O Do not send automatic replies
@ send automatic replies =<_—==
== Only send during this time range:

Start time: | Thu 2/1/2024 300PM v
End time: | Fri 2/2/2024 v 300PM | v

Automatically reply once for each sender with the following messages:

% Inside My Organization e‘ Outside My Organization (Off)
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Mai jos, in taburile Inside My Organization si Outside My Organization
introdu mesajul de Out of Office.
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O Do not send automatic replies
@ Send automatic replies
Only send during this time range:
Start time: | Thu 2/1/2024 3:00 PM w

End time: | Fri 2/2/2024 w 4:00 PM v
Auto&atically reply once for each sender with the following messages:
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Thank you for your message. ~

I am out of the office until 26th of June, and I will gladly
answer your email then.

For urgent requests, please contact our desk at the following
No. +40-21-224 66 00

Kind regards,
Prenume Nume

Multurmesc pentru mesaj.

Pana ne data de 26 Tunie nu sunt la hirau. 7

Rules... Cancel

In tabul Outside My Organization trebuie bifata optiunea Auto-reply to
people outside my organization pentru a introduce mesajul.
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O Do not send automatic replies
@Send automatic replies
Only send during this time range:
Start time: | Thu 2/1/2024 300PM | v

End time: | Fri 2/2/2024 ~ 4:00 PM o
Automatically reply once for each sender with the following messages:
QQ:‘_, Inside My Organization Q. Qutside My Organization (On)
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|Thar1k you for your message. -
I am out of the office until 26th of June, and I will gladly

answer your email then.

For urgent requests, please contact our desk at the following
No. +40-21-224 66 00

Kind regards,
Prenume Nume

Multiimesr neantr meesai

Rules... ED) Cancel



La final apasa pe OK.

Account Information
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m eugen.sargu@mercury.ro
Microsoft Exchange
+ Add Account

(O Account Settings
G

Change settings for this account or set up more
Account connections,
Settings ~ .

Open & Export

Access this account on the web.

htt; outlook.office365.com/owa/int.mercury.ro,
B Get the Qutlook app for i05 or Android.

Change
U Automatic Replies (Out of Office)
L= Use automatic replies to notify others that you are out of office, on vacation, or
Automatic not available to respond to email messages.
Replies ®  Automatic replies are being sent. ‘::13
Turn off

Mailbox Settings

Manage the size of your mailbox by emptying Deleted [tems and archiving.

= 49,7 GB free of 49.5 GB
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Chenarul de culoare galbena indica faptul ca functia Automatic Replies este
activa.

Exemplele de mesaje Out of Office se gasesc la urmatorul link:

https://appl.int.mercury.ro/help/outofoffice.php
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